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Overview

Background

Thelntermodal surface Transportation Act of 1991 (ISTEA) originally required all statesto establish
management systems. These were to be the tools for planning, engineering and programming
processes. To a department accustomed to optimizing its resources, that only made good business
sense. Thus, despite recision of the federa mandates, MDOT continues its efforts and its
commitment to providing thetranspiration infrastructure and service providersof Michigan withthe
tools necessary to build, maintain and operate/manage a high quality, seamlessly integrated,
multimodal transportation system. The Transportation Management System (TMS) includes six
groups of tools:

Bridge Management System (BMYS)

Congestion Management System (CMS)

Intermodal Management System (IMS)

Pavement Management System (PMS)

Public Transportation Management System (PTMYS)
Safety Management System (SMS)

MDOT hasidentified three other systems that are also being added: Real Estate, Construction and
Maintenance.

All of these management systems are accessible from your TM S computer. This document focuses
on how to use the PTMS. Accessing the other management systems is comparable and you are
welcome to look into any of the systems.

We are continuously working on the PTMS - upgrading screens, and adding new
functionality. Please feel free to call with any comments or suggestions you may have. We
expect to find better ways of utilizing the PTMS with your help. Please call your project
manager or Kathy Urda (517) 335-2575 with your comments.

PTMS Window Flow

Theflowchart on the next page diagramsthe rel ationshi ps and flow between thewindowsin PTMS.
This manual will explain how to access each window, and what is done in each window.
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PTMS Window Flow
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Systems Basics & Conventions

Overview

The purpose of this chapter is to familiarize the PTMS user with the basic operations and
functionality of the PTM Sapplication. Topicsincludestarting and exiting the system, system format
and layout, window typesand functions, activerecord andfield, command sel ection, dataentry tools,
and miscellaneous operations.

PTMS Environment

PTMSisaclient/server application. On astandalone computer, any programyou runisresponsible
for keyboardinput, retrieving datafrom the disk, and displaying data. In aclient/server environment,
processing is divided between the client system and the server. Each application, such as PTMS,
includes two programs. One program is a client, and the other is a server.

There are three components in a client/server environment:

Client - Individual user’s computer
Network - The hardware/software allowing the client and server to communicate
Server - The computer storing and operating the database

A user’s client application is controlled locally on his/her own computer. Any user can request data
from the server. The network manages these requests and responses.

The client manages the presentation of PTMS, performs its application level processing, and sends
out requests for services to the server. The network provides connectivity between the client and
server, maintains communication between them, and delivers requests and results. The server
provides application and file services, contains the database and its management system, facilitates
communication, ensures security, and executes stored procedures supported by the database.

There are many benefits associated with the client/server environment. The key components work
together to reduce network traffic to queries from the client and results sets from the server. Any of
the key elements can be replaced without major impacts on the other elements. New technology can
be easily incorporated into the system, and the hardware for the client and server are less expensive
than a mini or mainframe system.
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Accessing PTMS

ToaccessPTMS, acomputer systemwith WindowsNT 4.0 or Windows 95, and the PTM S software
is required. For remote connections (outside of MDOT offices), a modem, SQLNET (database
access software provided by MDOT), the PTM S software, and an Internet Service Provider (1SP)
isrequired for connection.

Assuming appropriate equipment, software, and set-up, local userswill smply double-click on the
TMSicon to launch the TM S application.

For remote users, assuming appropriate equipment, software, and set-up, in Window NT the user
will double click on the Access to Internet shortcut (the shortcut located on the NT desktop that
providesaccessto your Internet Service Provider). When connectionismadeto the | SP, the user will
then double-click the TM S icon.

Starting PTMS

The user will start PTM S by double-clicking on the PTM S application icon illustrated at the '{%i
right in the normal Windowsfashion. Asaresult of thisaction the Please Log On dialog box -
will be displayed, asillustrated below. PTMS

Please Log On

Lsernarme;

Password: | Change Easswnrdl

Ok Cancel Help

The Usernamefield will already befilled in by the system. If the user nameisnot correct, the user
will first enter the correct name. Once the user name is correct, the user can tab to, or click in the
Passwor d field to enter his’her PTM S password. Oncethe password has been correctly entered, the
user will pressthe[ENTER] key, or click onthe OK button. Asaresult of thisaction, PTMSwill
start, and the ISTEA Tipswindow is opened, asillustrated on the following page.
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EJISTEA Tips
OK
ALY Did you know...
\\?&a Y Next Tip
More Tips...
Help
v Show Tips at Startup Felease Motes

This Tip window will be displayed whenever PTM S starts unlessthe Show Tipsat Startup check
box in the lower left corner isunmarked. The user can access other tips, help, and rel ease notes
through the command buttons in this window. To close this window and continue the starting of
PTMS, the user will click on the OK button.

Doing so may open the Public Transportation Gateway dialog box will be opened, asillustrated

below.
F‘uhli-:: Transportation Gateway
Select a Public Transit Process
0K
(¢ Statewide Transit Agency List
Cancel
" Statewide “ehicle List
Help
" Performance Measures

" Statewide Capital Requests

~

[ Do not display this window again
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Systems Basics & Conventions

The user will indicate by clicking on the desired choice whether the user wishesto View Transit
Agencies, View VehicleList, or Open Application In-Box. If the user does not want the Gateway
window to appear when PTM Sis started, the user can select the Do not display thiswindow again
check box.

If the user does make this selection, and at somelater time doeswish to accessthe Gateway window,
the user can select Gateway under the File pull-down menu in the Main M enu window.

If the Gateway is not displayed, the user can access the indicated modules of PTM S by selecting the
desired menu option under the File/Open menu from the PTMS Main Menu window.

Oncethe desired options are sel ected in thiswindow, the user will press[ENTER] or click the OK
button, and the PTMS Main Menu window will open, asillustrated in the next section.

PTMS
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PTMS Systems Format & Layout

Below isanillustration of the PTM S Main Menu window associated with the Transit Agencieslist.
Thiswindow isthefirst to open when the user starts PTM S, and selects Statewide Transit Agency
List, asdiscussed starting on page 2.3.

Eﬂpen TA [_ o] =]
Statewniel| ;
L‘I'ﬁ Service Types ¥ Gustor
ety W IT 5. Semices
|7|_ lEtra I= | iledirm I=| County I5 Mawrship ™ Onguing Al |
L Lary: =l - iy Lz Saye selected TAs |
—Geo Scope

Cliahge Gen Ecope | Annply Gen Scope

Agency ID Agency Hame Address
382161440 [SABELLA CO TRANSPORTATION COMMISI4590 E. PICKARDOOMT. PLEASANT
FReady THTIEE %52 AMA

A user familiar with Windows will notice a number of standard Windows’ features, which function
in the normal Windows fashion, and are discussed in detail startingWh titws Basics section.
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User groups for PTMS and their “Rights”

Each user of PTM S belongs to one or more PTM S user groups, which control user access to, and
functionality in, PTMS. Thesegroupsand their related rightsare described in thetablebelow. Note
that this manual covers functionality for all user groups, and therefore some of the screens and
operations described in the manual may not be accessible to you, or function as described for you.

Project Managers Canview al information. Can change some

(MDOQT) information associated with agencies to
whichthey areassigned. CAN NOT createor
edit new OARSs, cannot create new Annual
Applications, and CAN NOT enter new
vehicle, equipment or facility information.
Can change OAR status to Resubmit so TA
can edit OAR.

MDOT Management Can view information. Can change some

(Unit and Section Supervisorswithin PTD)  information associated with transit agencies
to which their employees are assigned
depending on the status of the information.

MDOT Upper Management Can view al information.

(Division and Bureau level Managers)

Vehicle Inventory Can view all information. Can change al
(MDOQT) information associated with vehicles.
Financial M anagement Can view dl information. Can create new
(Person responsible for Operating OARs, but can not edit OARs submitted by

Assistance Reports (OAR) within PTD) TAs.

Metropolitan Planning Organizations Can view al information.
(MPO)
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Transit Agencies

Super User
(PTMS Specialist at MDOT)

Can view all information. Can change most
information associated with THEIR OWN
agency depending on the status of the
information (TA’s have exclusive rights to
changing data associated with their own TA
when the item is in pre-submit or re-submit
status). Can create new OAR’s, Annual
Applications (and all associated requests),
add new vehicles, equipment, and facilities,
and change Profile Information.

Can view all information. Can change or
delete any information as necessary.

PTMS
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Windows Basics

1) Transportation Management System:tmsqa =] E3
File Captal Tools Windmw Help

@ S 08w o] B4

Bridge | Congestion | Intermodal | Pavement Public Trans Safety | TS I
State Wide | Service Types——

¥ Custom

Hon Urban i
Urhan | _—Ii 7 & Eenices
|7|' Metra T Medium I= | Gty [E awnshin ™ Ongaing =l |

I Large el L Sty = {lles Save selected TAsl
—Geo Scope
GguScnpel Cliahge Een Scope | Aply EeD Soope
Agency ID Agency Hame Address
352161440 ISABELLA CO TRANSPORTATION COMMISIASS0 E. PICKARDOOMT. PLEASAMNT
|Ready THTI9E 10.04 AM

In theillustration above, note that there are two Title Bars, the upper one for the PTM S application
itself, and the lower one for the active window within PTMS. The maximize, minimize, and close
buttons in the upper right corner of each window function in the normal Windows fashion. The
Status Bar at the bottom of the window is activein PTMS, and does provide useful information to
the user concerning itemsto which the mouseindicator ispointing, and the current processing status
of the application.

ThereisaMenu Bar immediately below the upper Title Bar, and aTool Bar right below that. The
function of these bars will be covered in the section on Command Selection on page 2.15.

Right below the Tool Bar are the Window Tabs that indicate that there are a number of Window
Layers accessible from this Main Menu window. The user will note that the window tab of the
currently activewindow layer (the onethat is currently visible) isalwaysin bold facetype. Herethe
layers each represent a different system within the PTMS family. Notethat Public Transis active,
since we are currently in the PTM S application. More information about layered windows will be
presented in the section on Operation of Layered Windows, on page 2.13.

Windows in PTMS will normally take one of two basic formats, Record or Table. In arecord
format window, all of the individual pieces of data, referred to as fields, are part of one sub-
collection of information called arecord.
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Records and fields are the two ways that information in adatabase are broken down, and PTMSis
a database application.

Asan example, let usconsider asimple database storing the names and addresses of peopleto whom
you send birthday cards. For each person in the database, you will have their name and address, and
perhaps other information such as birth date, phone number, presents given in past, etc. All of the
information present for one person in the database is the record for that person. Each record isthen
broken down into individual items of datatherecord contains, i.e. thefields. Therewill be separate
fields for each data item, such as name, address, city, state, zip, phone, birth date, gifts given, etc.
Each set of fields make up arecord, al records together are the database.

So in aRecord Format window, a number of individual fields are displayed that make up agiven
record. Theillustration below is of arecord format window.

EISABELLA CO TRANSPORTATION COMMISSION [_ (O] =]
Profile | Application | “Yehicles | Equipment | Facilities | Operating Repart |
[T Characteristics
— TA Characteristics
TA Mame: |ISAEIELLA CO TRANSPORTATION COMMISSION
hr. £ hs. W First: |Jan Last: [Bauman
Title: [General Manager
Contact Mare:  [MS. JAN BAUMAN TAID: | 382161440
Profile: COUNTY-WIDE PUBLIC TRANSIT: SYSTEM OPERATING EVERY

DAY EXCEPT MAJOR HOLIDAYS. DEMAND RESPONSE SERVICE

(N MT. PLEASANT & ADJACENT AREAS. FLEXIBLE ROUTE
CERAATE I DT SO T

Address: 4500 E. PICKARD
T, PLEASANT, M| 45858

Phone Nurmber: |(51?) 7732410 Fax Mumber: (5171 7731873

E-hlail: |ICTC@ARROWNET.COM

Legislative Information

House Districts Senate Districts Legislators
99 23 Sen. Joanne Emmons ()
Rep. James McBryde (R)

Ready THTAEG 10011 A ~

On the other hand, in aTable Format Window, the user will see information concerning anumber
of records at the same time, each with a number of fields displayed. The table format window is
often laid out as a grid, with each row representing a record of information, and each column
representing afield in therecord. PTMS uses this conversion for table format windows.
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Tableformat windowshavetwo main purposes. Oneiscomparison of records. By allowingthe user
to view more than one record simultaneoudly, it is possible to compare one record against another.
The other main use of the table format window isasanavigation tool. By looking at many records
simultaneously, the user can locate a desired record for which a more in-depth examination or use
is desired.

Thisuse of table format windows as a navigation tool isvery important in PTMS, and iscovered in
depth in the next chapter. A brief discussion will occur here, after the illustration of atable format

window.
Eﬂpen TA [_ (O] =]
State Wide || Service Types
Urban | W ¥ 5. Semwices
|7|7 Metro @ Medium ¥ County W Township ¥ Onguing SRl |
I Large I Small g 7 Hew Save selected TAs |
~Geo Scope
Geo Scope | Change Gen &cope | Apply BED SEOpE
Agency 1D Agency Hame Address il
356004654 ADRIAN DIAL-A-RIDE 100 E. CHURCH STREET OOADRIAM, Ml 43221
351914307 ALLEGAN COUNTY ChH 212 GROVE STREETOOALLEGAN, MI 45010
351790220 ALLEGAN COUNTY RESOURCE DEVELOPK323 WATER STREETOOALLEGAN, Ml 43010
356004532 ALMA DIAL-A-RIDE CITY HALL, PO BOX 27800ALMA, Ml 43301-0278
356004519 ALPENA, CITY OF 2058 NORTH FIRSTOOALPENA, Wl 43707
52822147 ALTRAN TRANSIT AUTHORITY P.0. BOX 6900MUNISING, Ml 49632
381382621\ AMERICAN RED CROSS OF KEMT COUNTY 1050 FULLER NEOOGRAMD RAFIDS, I 45503
352117975/ ANN ARBOR TRAMSPORTATION AUTHORITY2700 5. INDUSTRIAL HWY.OOANN ARBOR, M| 43
JEE000095| ANTRIM COUNTY TRANSPORTATION P.0. BOX 12000BELLAIRE, Ml 49615 r
Ready THTHE 1015 AW

Note the table section at the bottom of the window. Each row corresponds to a record for one
Transit Agency. Each column represents a separatefield in therecord. In this diagram threefields
arevisible, Agency ID, Agency Name, and Address.

The user will employ a window such as this to locate the record for a desired agency, for which
further information or processing isdesired. To assist in locating the desired record, the user may
employ the horizontal and/or vertical scroll bars that may be present.
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To review scroll bar use, recall that a user may click on the arrows at the end of the scroll bar to
advancetheinformation inthewindow onerow or record at atime; may click on the scroll bar itself
to advance the information one page full of records at atime; or may drag the scroll box to control
the specific amount of scrolling that takes place.

In PTM S specifically, once the user has located the desired record, the user will then double-click
on the desired record to access additional datawindows related to the clicked record. This double-
click access method is a standard tool in PTMS.

In some table format windows there are so many fields (columns) displayed that a horizontal scroll
bar ispresent. With that many fields, it may be possible that auser will desireto view two fields of
the table at the same time, say for comparison purposes, that are so far apart that scrolling onefield
on scrolls the other field off. To assist in this situation, PTMS provides a split window option,
which allows a user to set up two views into the same table. The user can then scroll through all
fields in either view, by using the two horizontal scroll bars, allowing any two widely separated
fields to be brought together.

To open a split window, the user will point with the mouse to the table section of the window, and
click the right mouse button to obtain the shortcut menu. Once the menu is displayed, the user will
select the Split Window command. As a result of this action, the split window will open, as
illustrated below. More information on command selection is provided starting on page 2.15.

3 Performance Indicators: Statewide M=] E
FInLAMCLAL | SFRVICF OPFRATIONS FLEET UTILIZATION
Iizatil:m
Transit Agency Name Transit Agency avg.| vy, | vehicle | Wehicle | Maint | %Prev |Miles Per| 2|
Tyme HI RSL Miles  |Miles Prev| Hrs Per | Maint Tn | Vehicle
Maint Hrs | Maint Hrs | Vehicle Total
INTERURBAN TRAMNSIT AUTHORITY Monurban Towenshig o a a 22473
RILAN PLUBLIC TRAMSPORTATION, CITY OF Monurban City o a a 17,144
FLIMT MASS TRANSPORTATION ALUTHORITY Urban Large 0 a a 15,089
FLIMT MASS TRANSPORTATION ALUTHORITY Monurban County 0 a a 15516
DETRCIT EAST MEMTAL HEALTH Urban Metro i i i 9132
EASTERM LLP. TRAMSPORTATION SAUTHORITY  [Monurban County i i i 3 063
BLUE Y& TER: TRAMSPORTATION COMMISSION  |Urban Medium i i i 26,181
OLUE v TEM TRAMSFOMTATICM SOnIIESI20  (Munurbzn Sy Lu] [} [} 40, 2p T -
aq | ol O
The position of the split can be adjusted by dragging the small black box at the bottom of the split

bar.

The split can be turned off by closing and reopening the window.
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Operation of Layered Windows

PTM Stakesadvantage of aWindowstechnology known aslayered windows. When thistechnology
isused, agiven window in an application may have anumber of layersor pagesof information, each
of which isindicated by a window tab near the top of the layered area. The active layer isthe one
currently visible to the user, and isindicated by the window tab in boldface type. To make another
layer active, the user can point to the desired window tab with the mouse pointer and click on it.
Window tabs areillustrated below.

E21SABELLA CO TRANSPORTATION COMMISSION =] E3
Profile | Application I “ehicles I Equipment I Facilities | Operating Report |

By using window layers, an application can present informationin onewindow that would otherwise
have taken many separate windowsto display. The disadvantages of multiple windowsincludethe
time and effort used in opening and closing the multiple windows, and the fact that if multiple
windows are opened simultaneously, it taxes the capacity and resources of the computer system in
use. The advantages of layered windows include rapid access (one click) to multiple pages of
information, less pressure on the system in question, and most important, the ability to relate the
information contained within the layers.

Asthe user will seein PTMS, the selection of arecord in one window will then determine thefield
contents in many other layers. This allows one retrieval by the user to populate pages of related
fields. The use of layered windows substantially improves the ease-of-use, efficiency, and
productivity of an application.
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Active Record/Active Field

When using a database application, it isimportant to understand the concepts of active record and
activefield.

When a user accesses database information, or makes changes to a database, the information
retrieved and the changes made will directly depend upon and affect the active field, and the active
record. If the user isunaware of which field and/or record is active, the user may not be obtaining
the information desired, or may be changing the wrong information, creating errorsin the database.

How toidentify which record and field is active depends upon whether the user isin arecord format
or tableformat window. Inarecord format window, only one record of information is displayed at
atime. Therefore whichever record is displayed is the one that is active. Which field isactiveis
indicated by the presence of ablinking insertion point within thefield, or the presence of aselection
rectangle around the field or the field name. The user can make another field active by clicking it,
or tabbing to it.

In atableformat window, the active record isthe row that hasahighlighting color onit. Theactive
field may have an insertion point in the field, or a highlighting of a different color. The user can
changethe active record and field by clicking in the desired locations, or by employing the arrow or
tab keys to move the highlighting.

Verifying that the active record and field are correct is a very important first step in many database
operations.
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Command Selection

Asin most Windows-based applications, there are anumber of different waysin which commands
can be selected in the PTM S application. This section will review methods for command selection
available so that the PTM S user can choose the method or methods most appropriate.

Menu/M ouse M ethod

One of the more popular methods of command sel ection isto use the mouse in conjunction with the
pull-down menus available onthe Menu Bar. The user simply usesthe mouseto point to the desired
menu selection, such as File, and then clicks the left mouse button. The pull-down menu will open
up, and then the user points to the desired menu option on the pull-down list, and again clicks the
left mouse button.

If auser wishesto close a pull-down menu without making acommand sel ection, the user can point
to an area outside of the pull-down menu and click the left mouse button to close the menu.

Tool Bar Mouse M ethod

The Tool Bar, found immediately below the Menu Bar, makes frequently used commands more
readily accessible to the user. Instead of having to click on a particular pull-down menu, and then
on amenu option on the pull-down menu, auser simply pointsto and clicks on the appropriate Tool
Bar button. Note that not all PTMS commands are available on the Tool Bar.

Menu/K eyboard M ethod

A user may prefer to select commands viathe keyboard rather than the mouse. To activate a pull-
down menu on the Menu Bar viathe keyboard, the user will pressthe AL T key on the keyboard in
conjunctionwith theletter underlined inthe pull-down menu name. For example, to activatetheFile
pull-down menu, the user will press AL T and F together, since F is the letter underlined in File.
Alternatively, the user may pressjust the ALT key to activate the Menu Bar, then use the | eft/right
arrow keysto movethe highlighting to the desired pull-down menu, and then use the up/down arrow
keys, or press ENTER, to open the pull-down menu.

Once the pull-down menu is open, the user hastwo alternatives for selecting the desired command.
One, the user may use the up and down arrow keysto movethe highlighting to the desired command,
and then press ENTER to activate the command. Two, the user may simply type the letter
underlined in the desired command. Note that when making the selection from the open pull-down
menu, the ALT key is NOT used. The user presses ONLY the underlined letter. If no letter is
underlined in the desired command, usually theinitial letter of the command is appropriate.
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If auser wishesto leave the menu system without making a command selection, the user may press
the ESC key as often as required to return to the application.
Command Button Method

In many windows the user can make command sel ections through the use 0K
of command buttons, such asthe OK button illustrated at the right.

A user may activate a command button in any one of three ways:

1 To activate acommand button, a user can point to the button with the mouse and then
click the left mouse button.

2. If thereis aletter underlined in the command word on the button the user can activate
the command button by pressing the ALT key in combination with the underlined letter.

3. In certain windows the user can pressthe TAB key or the
SHIFT TAB key combination until the command button is
selected, indicated by a rectangle surrounding the command
word, asillustrated at the right, and then press the ENTER key.

Menu Button

PTMS hasaspecial type of command button that displaysamenu whenitisselected. Such abutton
is distinguished by up/down arrowheads at the right end of the button. Once the command button
is selected, and the menu is displayed, the user can select a menu option via either the

keyboard or mouse as discussed earlier. The Options button that often appears below
the left end of the lower title bar is such a button, and isillustrated at the right. bl

Shortcut Menu

A shortcut Menu is one that is displayed when the right mouse button is clicked | gat+
while pointing to a section of an active window. The exact menu displayed will | Filter
depend upon the location of the mouse pointer at the time that the right mouse = Graph
button is pushed. When a shortcut menu is displayed, the user can select an option | 5pjit
from the menu viathe keyboard or mouse as discussed earlier. Shortcut menuscan = Refresh
improve efficiency and productivity asthe user does not have to search throughthe | Eunart
menu system for the desired commands. The shortcut menu pulls together most of | Byint
thecommandsappropriate at themoment. One of themore completeshortcut menus |
isillustrated at the right.
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Data Entry Tools

PTMS uses a number of different data entry tools to provide the user efficient and accurate data
entry. Note that editable fields in a given window will depend upon the authorization of the user.
Editable fields will normally display in white, non-editable fields in gray.

Text Box Contact Mame: MR, JOSEFH A BLEAM

The Text Box isthe simplest of the data entry tools. To use atext box, the user simply makes the
desired text box active, getting ablinking insertion point, and then typesin the desired information.
A given text box may hold only afew characters, or hundreds. Some of the text boxes that expect
long contents have a vertical scroll bar attached. Asyou type, some text boxes will automatically
scroll horizontally, and some may wrap around at the end. Many standard word-processing
techniques and keystrokes are available in text boxes, such as selecting, cut & paste, HOME and

END.

List Box Choices: 9 of 9 displayed.
_ ) o _ District 1 -

A List Box is a rectangular box containing a list of District 2

acceptablevaluesfor agivenfield. A list box savestyping
by the user by allowing auser tofill adatafield simply by |District 3
making aselection fromthelist provided with thelist box. |District 4
This process also provides for consistent data values
within PTMS.

District &

=
There are two ways a user can work with alist box.

The user locates and clicks on the desired value, utilizing a scroll bar if present and
necessary.

The user can make the list field the active field and then use the up/down keys to scroll
through the list of available choices. To speed up this process, the user can type the first
letter of the desired value and the list will jJump to the choices in that section for the
alphabet, reducing the amount of scrolling required.
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Picklist Box Structure Type:

A picklist Box is distinguished by the small down-pointing arrow at the right end of the box, such
asin the example shown at theright. Note that in many picking fieldsin PTMS, the picklist arrow
does not appear until thefield isactive. A picklist box saves typing by the user by allowing a user
to fill adatafield smply by making a selection from the list provided with the picklist box. This
process also provides for consistent data values within PTMS.

There are two ways a user can work with a picklist box.

The user can simply use the mouse to click on the down

arrow at the end of the box, or anywherein the dataarea, Structure Type: |BLOCK M
to open up the picklist. Once the picklist is open, the

user locates and clicks on the desired value. The Block/vood Fram
illustration at the right shows an open picklist. METAL

hetal/Blck Fram
MetalAWood Fram
WiOOD FRAME

The user can make the picklist field the active field and
then usethe up/down arrow keysto scroll through thelist
of available choices. To speed up this process, the user
can type the first letter of the desired value and the list
will jump to the choices in that section of the alphabet, reducing the amount of scrolling
required.

Date Box Date: ﬁmaﬂeea

A Date Box isaspecialized text box that allows only datesto be entered. One advantage of having
adate box for data entry isthat the user needs only to type the six digits of the date, without typing
dividers, delimiters, spaces, or tabs. Another advantage is built-in date validation. PTMSwill not
allow auser to enter anon-existent date, such as 11/31/1995, or 2/29/1995. However, an appropriate
leap day, such as 2/29/1996 is allowed. Some date boxes contain the year only, such as 1995.
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Option Group ~Application Type

The Option Group tool is used where there is a short list of |~ 16 (B)(2)
acceptable entries for adata field. The option group appearsin a
window as a subsection of awindow, usually surrounded by aline,
and labeled with the name of the field to which the group is | © Semwice Development
connected. A number of possible field values will appear in the
group, each normally preceded by a small circlefilled with white. These small circles are referred
to as Radio Buttons. The radio button of the activity choice will be filled with a small black dot.
A distinguishing feature of option groups is that the possible field values are mutually exclusive.
Clickingonany givenvauewill placetheblack dot infront of that value. Selecting adifferent value
will move the dot to the new selection. Only one value can be selected at any time.

" Specialized Services

Check Box [~ Bus Shelter

The Check Box tool isused in conjunction with fields (often called logical fields) for whichthe only
acceptable entries are Yes (True) or No (False). In a data window a check box field normally
appears as asmall square box filled with white, followed by afield name or description. The user
can select/desel ect the check box (place or remove an x in the box) either by clicking in the box or
on the field name/description with the mouse, or pressing the [SPACE BAR] Key on the keyboard
when the field is active. When there is an x in the box, the value stored in the database for the
corresponding field is Yes or True. When the box is empty, the value stored in the database for the
corresponding field isNo or False.

Miscellaneous Operations

PTMS has a number of standard file and window type operations that can be performed. Selected
operations are discussed in this section.

Saving

Data changes made by the user in a given window should be saved by the user prior to closing the
window. If the user forgetsto savefirst, the system will prompt the user to save changes. The user
can access the save command in a number of ways, with availability depending upon the active
window: through the File pull-down menu; through the Options command menu button; through
the shortcut menu (right mouse button) options; or through the Save command button at the bottom
of certain data windows.
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Errors

If you get an error message at any time, you must click on the OK button in the error message
before you are allowed to do anything else. Y ou may also see an error box in the top right-hand
corner of your screen if you try to save a screen without entering certain required information. You
will have to double click on the control menu box of this error message (left end of title bar), and
enter the required information, before you can continue.

Exporting

PTMS provides the user the ability to export PTM S data to standard file formats. When available,
usually in table form windows, this function can be accessed through the shortcut (right mouse
button) menu. The user will display the shortcut menu, and then select the Export command. As
aresult of this action the Export Datawindow window is opened, asillustrated below.

ﬂ Export Datawindow I [=]

Export Type

&+ Comma Separated Values [(CSY)
" Tab Separated “alues [ TXT)

Export Filename:

Browse

v Include Headers

Export Export Special Cancel

To export to one of thetwoindicated filetypes, the user will makethe desired selectionin the Export
Type option group, enter the file name to export to in the Export Filenamefield, indicate whether
to Include Headers, and then click on Export.
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If the user wishes to export to adifferent file type than the two options given, the user will click on
Export Special to open the Export Data window illustrated below.

Specify the filename

Erowse |

Select A Save-As Type

Comma-separated values [ C35W)

Save to the clipboard
dBASE-Il format {(DEF)
dBASE-IIl farmat (. DBF)

Data Interchange Format {DIF)
Microsoft Excel format [5LS)
Sl syntax (=00
Microsoft Multiplan format {WWF)
Tab-zseparated columns [ TXT)
Lotus 1-2-3 farmat [WHS)
Lotus 1-2-3 format [ WWK1)

[T Include Headers

]34 Cancel Help

The user will now select the desired file type, enter the file name to export to, indicate whether to
include headers, and then click OK.

PTMS Page 2.21



Systems Basics & Conventions

Printing

The PTMS user can access the Print command through various means depending on the active
window. Possible access methods include the shortcut (right mouse button) menu options, the Print
command under the File menu, and a Print command button present in the window. The result of
the print command will depend upon the position of the mouse pointer and/or the active field at the
time the print command is issued.

If afield in aform is active at the time the print command is issued, only the form containing the
active field will be printed. If no field is active, the print command will print the window to which
the mouse is pointing when the print command is issued.

The Print command button in the OAR window activates a report menu. See page 5.27.

Closing

When through with agiven window the user will closethewindow to returnto the previouswindow.
The user can close awindow by selecting the close button at the right of the lower title bar, or by
double-clicking the control menu box at the left end of the title bar that looks like the TM S startup
icon.

Help

Availablein most screensisBubble Help. Bubble help is accessed by holding down the ALT key
and the right mouse button while you are in a specific data field. By using this combination of
keystrokes, ayellow box should appear that will provide limited information about the datain that
field, or will say “no help available”. This option is not available in the OAR area as of this writing.

Additional help is under development as of this writing, which will be available various ways
depending on the active window. Possible access methods include throttghptttemmand on

the menu Bar, under the Options command menu button, and through shortcut (right mouse button)
menus.

Exiting PTMS

When through with PTMS, the user can close the application by selectiBgitttommand under
theFile pull-down menu, selecting the Close button at the right end of the main title bar, or double
clicking the control menu box that looks like the TMS start-up icon at the left end of the main title
bar.

After exiting PTMS, the user will need to hang-up the modem. Double Click obidhdJp
Networking icon, and then click on theéang-up button in the active window.
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Overview

One of the major functions of the PTMS application is to alow users to create, edit, and view
information concerning Transit Agencies, such as profile, and application data, checklist
information, capital and operating request data, and information relating to vehicles, equipment,
facilities, and operating assistance reports.

To work with any of thisinformation for agiven agency, it isfirst necessary to specify to PTMSthe
agency for which such information is desired. That is the purpose of this chapter, to learn how to
locate and select adesired transit agency record for further processing.

To View information for agiven transit agency, the user will begin by starting PTM S, as discussed
on page 2.3. If the Public Transportation Gateway window is presented, the user will select the
Statewide Transit Agency List option in the Select a Public Transit Process option group, and then
click onthe OK button. If the Gateway isnot presented, the user will select File/Open/TA fromthe
menu bar.

Either approach will cause the Open TA window to be displayed, asillustrated below.

Eﬂpen TA M= E3
_State Wide | Wide | ~Service Types—— T
Urban | W ¥ S Senices
W Metra ¥ Medium W County I Township ¥ Ongoing Ziply |
W Large ¥ Small o ciiy W Mew Save selected TAs |
~Geo Scope
Geo Scope | Chanme Een Scope | Apply SEn S EOpE
Agency ID Agency Name Address il
386004554 ADRIAN DIAL-A-RIDE 100 E. CHURCH STREET OOADRIAN, Ml 49221
351914307 ALLEGARN COUNTY ChMH 212 GROVE STREETOOALLEGAN, MI 45010
JE1790Z20ALLEGAN COUNTY RESOURCE DEVELOPNWIZ3 WATER STREETOOALLEGAN, Ml 43010
386004532 ALMA DIAL-A-RIDE CITY HALL, PO BOX 27500ALMA, M| 43801-0278
36004519 ALFENA, CITY OF 208 NORTH FIRSTOOALPENA, M| 49707
JE2922147 ALTRAN TRANZIT AUTHORITY P.0. BOX B300MUNISING, M| 49652
381362621 AMERICAN RED CROSE OF KENT COUNTY {10520 FULLER MEOOGRAND RARIDS, M 43503
JE2117978ANN ARBOR TRANSPORTATION AUTHORITY2700 5. INDUSTRIAL HWY.OOANM ARBOR, Ml 45
386000095 ANMTRIM COUNTY TRANSPORTATION P.0. BOX 12000BELLAIRE, Ml 49615 T
Ready Ti2088 811 AMA
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The lowest section of the window isin table format, with multiple rows and columns. Each row
representsonetransit agency, and each column represents onefield of information within therecord.
To accessinformation on a given transit agency, the user will need to locate and select the desired

record in thistable. The user can use the vertical scroll bar provided to move through the list of
records.

Since there may be alarge number of recordsto examine, PTM S provides anumber of functionsto
assist the user in locating the desired record. The use of these functions will be covered in the

remainder of thechapter. Notethat if the Custom check box isselected, it must be unmarked before
changes can be made.
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Filtering

Filtering isthe process of specifying certain criteriathat the transit agency records need to matchin
order to be displayed in the list at the bottom of the Open TA window. By filtering the list of
agencies, fewer agencieswill appear inthelist. With fewer agenciesin thelist, the user will be able
to locate the desired record with less effort.

The top of the Open TA window is where the filtering options are located. The State
Wide/Urban/Non Urban sections and the Service Types section are where criteria are indicated
as check box fields.

The presence of amark in a check box indicates that the table section of the window will display
transit agency records meeting that criteria. Note in the diagram on the previous page that all the
boxesare checked, so recordsof al typeswill beretrieved. Removing amark from acheck box will
causetransit agency records of that type not to be displayed. For example, if themark wasremoved
from the M etr o box, then Urban/Metro transit agencies will not be displayed in the list.

The user may remove or add a mark to a check box by clicking in the box, or on the field name
associated with the box. So to remove the mark in the M etro box, the user will click in that box,
or ontheword M etro. Thesameactionwill placeamark in an empty box. To remove or add whole
groups, the user can click on the section label names, which are also command buttons. By clicking
on State Wide, marks will be removed or added to al check boxesin the Urban and Non Urban
sections. The user can aso click on Urban or Non Urban to add or remove all marks in those
sectionsrespectively. Thereisno button for the Service Typessection, each mark must be removed
or added individually.

Once al changes in marked boxes have been made, the user will need to click on the Apply button
at theright of the top section of the Open TA window. Thisaction causes PTMSto refresh thelist
of displayed transit agency records so that only the ones meeting the marked criteria are displayed.
By removing or adding marks as appropriate, the use can restrict the displayed agenciesto asmaller
list that will be easier to search.

Custom Filter Set

In certain casesa PTM S user may desireto view only avery particular set of transit agency records
that the filtering process discussed above does not produce. PTMS allows usersto build and store
acustom filter record set that contains only the exact records specified by the user.

Creating such acustom set requiresatwo-step process. Thefirst step isselectingthe specific records
to bein the set, and the second step is saving the selected set.

PTMS
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To select the records to be in the custom set, the user will need to accessthe record list as discussed
in the preceding sections of this chapter. The user may or may not desire to filter the list first as
discussed in the section on the previous page. Once the list contains all the records to be in the
custom set (along with many that will not), the user will need to scroll through the list and click in
the row of each record that isto be in the custom set. Each row so selected will be highlighted in
another color. The diagram below shows records marked to be a custom set.

ﬂ Open TA M= &

State Wide | Service Types

[T Custom

Urban | W ¥ 5. Senices
|7v betra W Medium W County I Township ¥ Qngaing Zpply |

W Large W Small d iy W New Save selected TAsl
~Geo Scope
Geo Scope | Cliatiye Een Scope | Anpply GEa Srape
Agency ID Agency Hame Address il
386004654/ADRIAN DIAL-A-RIDE 100 E. CHURCH STREET OOADRIAM, Ml 49221
3581914307 |ALLEGAMN COUMNTY CMH 212 GROWE STREETOOALLEGAN, MI 49010

WATER STREETODALLEGAN, M 43010

36004532 ALMA DIAL-A-RIDE CITY HALL, PO BOX 27300ALMA, M1 45801-0278

3IBE004519 ALPEMA, CITY OF 208 NORTH FIRSTOOALPENA, M 49707

' OR AL HWY . OOANN ARBOR, Ml 481
336000098 ANTRIM COUNTY TRANSPORTATION BOX 12000BELLAIRE, MI 49615

=

Feady 7120196 817 AM

If the user clicksin and marks awrong record (row) accidentally, the user can simply click it again
to unmark the row.

Once the records to be in the custom set are all marked correctly, the user will click on the Save
selected TAs button to store and display the custom set.

Note that when the custom set is displayed, there is amark in the Custom check box at the upper
right of the Open TA window. By removing the mark in the Custom box, the custom set will be
temporarily turned off, and PTMS will display records meeting the other specified criteria as
discussed earlier in this chapter.

Also notethat if the user has saved a custom filter set, that PTM Swill automatically display this set
every timethe Open TA window isinitially opened.
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Sorting

Even after filtering the transit agency records, there may still be alarge number of records through
whichtheuser must searchto locate thetransit agency record for which further processingisdesired.
Toassistinthissearch, PTM S providesthe user the ability to sort thelist of recordsby any displayed
field, or by multiple fields. Sorting the records in a certain order may assist the user in quickly
locating the desired record.

To sort the table section of the Open T A window on one of the displayed fields, the user will begin
by right-clicking anywhere in the column representing the field by which the table will be sorted.
Then while pointing the mouse at the menu that pops up the user will select the Sort command. As
aresult of this action the table will sort in ascending order by the selected column (field). To sort
in descending order, the user will ssimply perform the identical operation again.

Note that any sorting performed is in effect only while the Open TA window is open. Once the
window is closed and reopened, the sort order will revert to its default setting.

An option not available in the Open TA window, but that is available in certain other PTMS
windows having atable format, is the ability to sort by more than one field. Thisis called Sort+.
To perform thismulti-field sort, the user will display the shortcut menu as discussed earlier, and then
select the Sort+ command. As aresult of this action a Sort window similar to the oneillustrated
below is opened. The actual contents of the window will depend upon the table window for which
itisopened. Thisexampleisbased on the Capital Request window.

413 Sort Capital Requests | X

Marne Sort Order| AD ~

TA,
App. ¥
Heg Yr
Total
Local

State ll

St | Elear: |Qance|

In the Name column will be the names of fields by which the table can be sorted. The Sort Order
column indicates the priority sort order of the multiple sort fields selected. The A/D column
indicates whether the sort order is to be ascending or descending for selected sort fields.
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To select afield to sort by, the user smply clicksinthe Sort Order column of thedesiredfield. The
first row clicked in becomesthe number 1 priority sort field, the second 2, and so on. Each sort field
selected is set to ascending (A) by default, but by clicking in the A/D column, the user can change
the A to D (descending). The diagram below illustrates atwo key sort on TA and App. Yr. TA is

the primary sort key, and App. Yr second. TA will sort ascending, and App. Yr descending.

Marne Sort Order| AD ~
TA, 1 A,
App. Y 2 D
Heg Yr
Total
Local
State ll

Sort It | Clear | Cancel

When the sort keys are set up as desired, the user will click on the Sort It button to close this

window and havethetable sorted asdesired. The Clear button cleansout al currently indicated sort
key information. The Cancel button closes this window without performing any sort indicated.

PTMS
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Geo Scope

In addition to the filtering mechanism discussed starting on page 3.4, PTMS has an advanced
filtering mechanism called Geo Scope. Thismechanism allowsusersto filter transit agency records
based on geographic area. To accessthewindow wheregeographicfiltering criteriacan be specified,
the user will click on the Geo Scope button at the left of the Open TA window, under the State
Wide/Urban filter section. As a result of this action the Geography window is opened, as
illustrated bel ow, with the Areaslayer active. The M ap layer isnot available as of thiswriting, and
use of the two Network layersis outside the scope of this manual.

Geography

lilap Areas | Road Metworks | Forecasted Metwark |

g I=| Savethie scope ae default
" Select Entire &% State

& Select Portion of State

Category: Choices: 9 of 9 displayed.
District District 1 -
County District 2
Township District 3
ci " Hot

1y District 4
Custom Fence District 5
District & |
Buffer Zone (Survey Feet]:l Jump To:
Selected criteria being applied
=l
Ll Clear |

In the option group at the upper |eft of the Geogr aphy window, the default choiceis Select Portion
of State, which allows the user to specify a geographic criteria upon which the filtering of transit
agency records is to be based. The user may choose Select Entire State if desired to include
agencies from the whole state. This action will automatically build afilter criteriato include all
Didtrictsin the State.

If Select Portion of Stateischosen, thenthe Category list box will display anumber of optionsthat
geographically delimit asection of the State, such as District, County, Township, City. Theuser will
begin setting up a geographic criteria by making one selection in the Category list box.

PTMS
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The selection madein the Category box will determinethe contentsof the Choiceslist box displayed
to the right of the category box. In theillustration on the preceding page, District is chosen in the
Category box, so the number Districts are listed in the Choices box. The user may now select one
item in the Choices box to complete afilter criteria. The completed criteriawill be displayed in the
Selected criteriabeing applied box at the lower left of thewindow. Intheillustration below, note

how the choice of District in the Category box and District 1 in the Choices box istrandated in the
criteria box.

Geogiaphy
lilap Areas | Road Metworks | Forecasted Metwark |

i I=| Savethie scope ae default
" Select Entire &% State

= Select Portion of State

Choices:

Category:
District

9 of 9 displayed.

You must choose an

— operator before
County District 2 selecting another
Township District 3 cateqory
Ci WD = © And

Ity District 4 i
~
Custom Fence District 5 Or
District & |

Buffer Zone (Survey Feet]:l Jump To:

Selected criteria being applied
{ District is District 1] =

Ll Clear |

Also note the And and Or buttons to the right of the Choices box that are now displayed. These
choices are used to create a multi-condition criteria. To add another clause to the filter condition,

the user would pick from And/Or as appropriate, then make additional selectionsin the Category
and Choices boxes.

There are afew other choices in this window that need to be discussed.

Not Check Box — Notice the Not check box between the Category and Choices list boxes. The user
will select this box to create a Not condition in the filter criteria. For example suppose the user had
selected District in the Category box, selected the Not check box, and selected the District 1 choice
in the Choices box. Then the criteria would be District Not = District 1, so instead of receiving

transit agency records froomly District 1, this criteria would retrieve records from everywhere
except District 1.
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Jump To Text Box — This box is used in conjunction with the Choices box to speed up selection in
the Choices box. If there are many entries in the Choices box, instead of having to use the vertical
scroll bar to locate the desired choice, the user can type it in the Jump To box to have the Choice box
jump to that selection.

Buffer Zone (meters) Text Box — This text box allows the user to enter a numeric value
representing a number of meters of buffer zone that will be part of the filter criteria. This field is
only applicable to appropriate Categories.

Clear Button — This button cleans out any criteria in 8sbected criteria being applied box,
allowing for fresh criteria entry.

Save this scope as default Check Box — By selecting this check box, the user indicates that the
currently constructed geographic filter criteria is to be the default filter criteria useddpéhd A
window.

Once the desired geographic filter criteria has been built, the user will need to retupertieA
window to apply the filter. The user will click tl@K button at the bottom of the window.

Once back in th®pen TA window, click on theApply Geo Scope button. PTMS will refresh the
list of displayed transit agency records to those meeting the geographic criteria.

To return to the Geography window and edit the geographic criteria, the user can click on the
Change Geo Scope button.

Criteria developed through Geo Scope are in effect whil®gea TA window is open. Closing
and reopening the window will remove the active geographic filter criteria.

Further Processing

Once the filtering and sorting methods have been used, the user may still need to scroll to locate the
desired transit agency record row in the bottom section @plea TA window. When the desired

record is finally located, the user will point to that record with the mouse and double-click on it to
open thelransit window for the selected agency. The first layer of that windowRitbile layer,

is covered starting in the next chapter.
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Overview

This chapter will cover the profile information contained in PTMS for each Transit Agency,
including general characteristics, service characteristics, and contract information.

Accessing Profile Information

To accesstransit agency profileinformation, the user must first start PTM S as discussed starting on
page 2.3. Then the user must |locate the record for the transit agency for which profile information
isdesired, asdiscussed starting on page 3.2. Once the correct record islocated, the user will point
to and double-click on the desired agency in the Open TA window. Asaresult of this action the
Transit window opens for the selected agency. Note that in the illustration below, it is the
ISABELLA CO TRANSPORTATION COMMISSION window.

5 1SABELLA CO TRANSPORTATION COMMISSION Hi=l E3
Profile | Application | Vehicles | Equipment | Facilities | Operating Repart |
Characteristics

— TA Characteristics

TA MName: |ISAEIELLA CO TRANSPORTATION COMMISSION

[ W First: Jan Last: [Bauman

Title: |General Manager

Contact Marme: |MS. JAN BALMAN TA ID: I 352161440
Profile: COUNTY-WIDE PUBLIC TRANSIT: SYSTEM OPERATING EVERY

D&Y EXCEPT MAJOR HOLIDAYS. DEMAND RESPONSE SERWICE

IN MT. PLEASANT & ADJACENT AREAS. FLEXIBLE ROUTE
SERACE IR QLT SOl Ty

Address: 4500 E. PICKARD
MT. PLEASANT, MI 45853

Phone Nurmber: |(51?) 7732410 Fax Mumber: (5171 773-16873
E-tlail: |ICTC@ARROWNET.COM

Legislative Information

House Districts Senate Districts Legislators
94 23 Sen. Joanna Emmons (R)
Rep. James McBryde (R)

Ready 7120085 847 AM

Note also that the Profile layer is active in this six layer window. By pointing to any of thelistsin
the Legidative Information section and clicking, the user can access a window providing related
information. As of this writing this feature is under development and clicking will result in a

message indicating so. Click OK in the message window, and then click on Cancel in the Gateway
window to return to the Profile layer.
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Profile — General Characteristics

Therearetwo pages of information associated with the Profilelayer, onefor General Characteristics
and one for Service Characteristics. When the Agency Transit/ Profile layer isinitially displayed,
the general Characteristics pageis displayed, asillustrated below.

EISABELLA CO TRANSPORTATION COMMISSION =] &3
Profile | Application | “ehicles | Eguipment | Facilities | Operating Report |
[T Characteristics
~ TA Characteristics
TA Mame: |ISAEIELLA CO TRANSPORTATION COMMISSION
Mr. £ M= W First: Jan Last: [Bauman
Title: |General hManager
Contact Marme: |MS. JAN BALURAN TA IO I 3682161440
Profile: COUNTY-WIDE PUBLIC TRANSIT: SYSTEM OFPERATING EVERY

DAY EXCEPT MAJOR HOLIDAYS. DEMAND RESPOMNSE SERVICE

IN MT. PLEASANT & ADJACENT AREAS. FLEXIBLE ROUTE
SERACE I8 CLT COLIMTY

Address: 4590 E. PICKARD
T, PLEASANT, Ml 45853

Phone Number: |(51?) 7732410 Fax Mumber: (5171 773-16873

E-Mail: |ICTC@ARROWNET.COM
Legislative Information
House Districts Senate Districts Legislators
99 23 Sen. Joanne Emmaons (R)

Rep. James McBryde (R)

Ready 12/3/98 9:09 AMé

Thisisarecord format window, with a number of text box fields. Recall that editable fieldsarein
white, and non-editablefieldsin gray. Alsorecall that whether afield iseditable or not will depend
upon the authorization of the PTMS user. So the illustration on the previous page may have a
different configuration of editable and non-editable fields than your working system. The transit
agency should keep all editable fields up-to-date.

This screen is used to store general information concerning the selected transit agency.
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Profile Service Characteristics

Oncethe user has accessed the Profile — General Characteristics window discussed on the previous
page, the user can then use the Options command menu button to access the Service Characteristics
page. The user will click on th®ptions command menu button, and then click Sarvice
Characteristics. As a result of this action the Profile —Service Characteristics page is displayed, as
illustrated below.

5 ISABELLA CO TRANSPORTATION COMMISSION M=l B3
Profile Application | Yehicles | Equipment | Facilities | Operating Report |

mmlmmatiun - Budgeted

fear Ending:

rService Information

rFunding

Total Miles: I 521 000 Total Expenditure: I 1,610,500
Total Passengers: I 245 000 Federal {%): I a
Tatal Wehicle Hours: I 44 200 State (%): I o

: o
Total Buses: I a0 Local (%): I
Total Lift Buses: 25

Total Employees (FTE'S)I
Total Population Served: I 54 B24

Ready 7r20/98 906 AMé

By default information will be displayed for the current fiscal year, as indicated in the Year Ending
field. The user may employ the picklist provided to select another fiscal year as desired.
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Overview

This chapter will focus on the use of the Application layer in the Transit Agency window. The
Application layer was designed to replace the paper Annual Application that the Transit Agencies
currently use. It is organized alittle differently than the current application, but it isastep in the
right direction, getting away from al the paper currently used, and making the application process
easier.

This manual focuses on the PTMS application process. For additional assistance completing the
application, please refer to application instructions mailed to you, or contact your Project Manager.

Accessing Application Information

To accesstransit agency profileinformation, the user must first start PTM S as discussed starting on
page 2.3. Then the user must locate the record for the transit agency for which profile information
isdesired, asdiscussed starting on page 3.2. Once the correct record islocated, the user will point
to and double-click on the desired agency in the Open TA window. Asaresult of this action the
Transit window opens for the selected agency. Note that in the illustration below, it is the
ISABELLA CO TRANSPORTATION COMMISSION window.
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5 1SABELLA CO TRANSPORTATION COMMISSION Hi=l E3
Profile | Application | Vehicles | Equipment | Facilities | Operating Repart
Characteristics

— TA Characteristics

TA Marne: |ISAEIELLA CO TRANSFORTATION COMMISSION

[ fls. First: Jan Last: [Bauman

Title: |General Manager

Contact MNarme: IMS- JAN BALIMAN TA 1D Im
Profile: COUNTY-WIDE PUBLIC TRANSIT: SYSTEM OPERATING EVERY

D&Y EXCEPT MAJOR HOLIDAYS. DEMAND RESPONSE SERWICE

IN MT. PLEASANT & ADJACENT AREAS. FLEXIBLE ROUTE
SERACE IR QLT SOl Ty

Address: 4500 E. PICKARD
MT. PLEASANT, MI 45853

Phone Nurmber: |(51?) 7732410 Fax Mumber: (5171 773-16873

E-tlail: |ICTC@ARROWNET.COM

Legislative Information

House Districts Senate Districts Legislators
94 23 Sen. Joanna Emmons (R)
Rep. James McBryde (R)

Ready 7120085 847 AM
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TheProfilelayer isactive by default. To accessthe application information the user will now click
onthe Application layer tab to theright of the Profiletab. The Application layer will then become
visible, asillustrated below.

EISABELLA CO TRANSPORTATION COMMISSION M=] &
Prafile Application | “Yehicles | Equipment | Facilities | Operating Repart |
Capital Operating
Fiscal Year | Request | Assistance Report Status Project Manager Comments
200 I [ PRESUBMIT
2000 I I RESUBMIT
1999 I I SUBMIT
1997 I I SUBMIT
Fieady TI20/98 319 AW

Thiswindow showsalist of all annual applications submitted using PTM S by the indicated transit
agency.

The Transit Agency user can now examine existing application information, or create a new
application. Wewill focusfirst on examining existing information, which the authorized user could
also edit if the application has a status of Pre submit or Re submit. Note that these same screens
in ablank state will be used to submit a new application.

Tolook at the information contained in an existing application, the user will now locate the desired
application in the list at the bottom of the window above, employing the vertical scroll bar if
required. Oncethedesired applicationislocated, the user will double-click onthat row. Asaresult
of this action the Annual Application window will open, with the Checklist layer active, as
illustrated on the next page.
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Checklist

TheChecklist layer hasthreechecklistsassociated withit: for Checklist (Regular Services), Special
Services, and 16B2. The Transit Agency user can access these three pages while in the Checklist
layer, through the Options command menu button. There are also three independent windows
associated with the Checklist layer, for PM Checklist, PM Special Services, and PM 16B2. These
three windows are also accessed through the Options command menu button, and are used by the
Project Manager at MDOT during the application approval process. The Special Servicesand 16B2
checklist windows will not beillustrated in this manual.

The checklist page is active by default when the Annual Application is opened, and is illustrated
below.

ﬂﬁmnual Application: ISABELLA CO TRANSPORTATION COMMISSION

Checklist | Capital Request | Operating Request | TA Farms |
[ Bn Checklist

Application Year: |1999 H

| Regular Services Checklist |

Capital Assistance
I~ Capital Request Farmis) Operating Assistance
r ADA Certification Mehicle Accesibility Plan '- Performance Indicators
Mail Sighed LAC Minutes to MDOT
r Operating Reguest (Budget)
r State Certification and Assurances (Mail to MDOT)
r Coordination Plan
Section 53311 (Section 18) _
= Resolution of Intent (Mail to MDOT)
r Section 5333(b) Labor Warranty Letter {Mail to MDOT)
= Title ! informatian — Miscellaneous—————
l' FTA Certification and Assurances (Mail to MDOT) : :
[l Optional Contract Resolution
Marketing r Service Development and Mew Technology
r Grant Application
r Grant Evaluation

The Checklist page is used by the Transit Agencies to complete the annual application. The user
places a mark in each box as the corresponding item is completed. Note the (Mail to MDOT)
reminders on items that need to be sent to MDOT.

The user will access the Specia Services and 16B2 checklists by selecting the Options command
menu button, and then selecting Special Servicesor 16B2 onthe menuthat isdisplayed. Asaresult
of this action the desired page is displayed. These windows are used in the same manner as the
Checklist, marking each appropriate box as the corresponding item is compl eted.
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New Application

To create and submit anew annual application, the Transit Agency will accessthe Application List

window, described and illustrated on page 5.3. Once in the window, the user will click on the

Options command menu button, and select New Application from the menu displayed. Asaresult

of this action the New Annual Application window is opened, with ablank Checklist layer/page

displayed, asillustrated below.

ﬂﬂew Annual Application: ISABELLA CO TRANSPORTATION COMMISSION

Checklist | Capital Request

m on Checklist

Application Year: [{iEER

| Operating Request | TA Farms

| Regular Services Checklist |

Capital Assistance

l' Capital Request Farm(s)

r ADA Certification Mehicle Accesibility Plan
Mail Signed LAC Minutes te MDOT

l' State Cedtification and Assurances (Mail to MDOT)

Section 3311 (Section 18)
r Section 5333{b) Labor Warranty Letter {Mail to MDOT)
r Title %/| information
'- FTA Certification and Assurances {Mail to MDOT)

= Bim Bim Bl

Operating Assistance

Performance Indicators
Operating Reguest (Budget)
Coordination Plan

Resolution of Intent {Mail to MDOT)

= i

Marketing
r Grant Application
r Grant Evaluation

Miscellaneous——————

Optional Contract Resolution

Semvice Development and New Technaology

To set up the new application, the user must first select the desired value for the Application Y ear

field, and then save the record.

The user may now mark such itemsas are appropriate. Through the Options menu button, the user
can access the Special Services and 16B2 pages for the Checklist and mark such boxes there as
appropriate aswell. Remember to save changes madein each page, as covered in Chapter 2. If you

should forget, you will be prompted to save changes.

Creating new capital requests, operating requests, and TA formswill be covered later inthischapter.

A new application has a status of Pre submit, asindicated in the Application List window.
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To submit the Application the user will click on the Options command menu button and select
Submit Application formthedisplayed menu. Thisaction changesthe statusto Submit, whichwill
maketheapplication availableto the Project Manager for changesand approval. Until anapplication
is submitted, the Project Manager can examine it, but can not make any changes.

Once submitted, the data in the application is frozen to the transit agency. After submitting, the

agency can only make changes by resubmitting individual items. This process will be described in
more detail later in this manual.
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Capital Request

Capital Request isanother layer in the Annual Application window, accessto whichiscoveredin
thefirst part of this chapter.

Onceinthe Annual Application window, the user will click on the Capital Request layer tab, which
will cause the Capital Request List to be displayed, asillustrated below.

ﬂﬁmnual Application: 1SABELLA CO TRAMSPORTATION COMMISSION
Checklist Capital Request | Operating Request | TA Faorms |

mmquest List

— Capital Request List
Application Year |2DD1
Request Status Program Type Oty Description Action | Federal | S
Year
2001 | PRE-REQUESTED “ehicle 1 REPLAC| 1320000 3,
1 | L
< | i

To examine details of agiven capital request, the user will locateit in thislist, employing the scroll
bars as required, and then double-click in the row of the desired request. Asaresult of this action

the Capital Request Detail window is displayed, asillustrated on the next page.
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El

Capital Request Detail

m Capital Request Item Detail

Mi[=] E3
| Histony |

Requested Year H

Application Year:l 2000

Priority (1=high) | TP

Justification:

TCurrent
Status: | PRE-REQUEf=] Type: [vehicle || SubType: [MedDty  [<] Aetion: [ REPLACE |
Program: | [~| Chyg Date: |1Df23f1998 Quarntity: |

Federal % IEH:I EI $58 bO0  State %

Descriptiun:IZS-Ft Medium Duty wio Lift - Diesel -

§ Tatal:l $73,250

|2EIE| $14 550 anal%l E|

—%ehicle Request Form

Form ID | Base Price Additional Price Vehicle Purchase Amountp/ehicle Purchase Status Ext/Loc
995 73250 0 73,250 ELIGIELE EXT

To ADD A VEHICLE: Click Options and Save

Click the Right Mouse within Yehicle Request Form and choose Add

Repl Criteria |

Note that the format of thiswindow will depend upon the value in the Typefield. For example, if
valueinthe Typefield wasnot Vehiclein theillustration above, the bottom Vehicle Request Form

section would not be present.

If it is present, the user can access the Vehicle Request Form for any listed vehicle by double-
clicking on the desired row in that section. Thisformisillustrated at the top of the next page.
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E'ﬂ"ehicle Purchaze Request Form - EXTENDED

[EREEE GO A PO Eo ]
|

The user can close this window to return to the Capital Request Details window.
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In the Capital Request Details layer the user can also access the Replacement Criteria window,
which provides the user with information concerning the replacement of capital equipment. To

access this window the user will click on the Options command menu button, and then click on
Repl Criteria on the menu displayed, or click on the Repl Criteria button at the lower right of the

Capital Request Detail layer. As aresult the Replacement Criteriawindow is opened, asillustrated

ﬂ Replacement Criteria =]

below.

—Vehicle
Type DSL Miles D5L Age HI
WAMNS 100,000 4
BUS-MED MED DTY 200 000 7
BUS-MED HwY DTY 350,000 10
~Equipment
Type DSL Age HI |==
OFFICE EQUIP 10 =
COMPLTER EQUIFP |10 -
~ Facility
Structure Type DSL Age HI =
BLOCK 20 ! =
METAL 20 !
WOOD FRAME 20 !

The user can employ the vertical scroll barsin any of the three sectionsto view the information in
that section.

When done with this window, the user can close it by clicking the Close button in the lower right

corner.
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The Capital Request window also hasaHistory layer. To accessthat layer the user will click onthe
History layer tab. This action will cause the History layer to be displayed, asillustrated below. In
this window the user can examine the processing history of the active capital request.

B

[ (O] =]
Capital Request Detail History

Capital Request Item History

Application Year | 2000

Status |Chg Date| Type | SubType | Action
RESUBO7/01/1998 Yehicle  |[ME REFLACE

Desc Oty |Program| Federal | State | Local | Total | PM Con
2 18,340 807 085.20 00|, 426.00

When through with the Capital Request Detailswindow, the user can closeit to return to the Capital
Request List window.
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New Capital Request

To create anew Capital Request, the user must first access the Capital Request List window, as
described starting on page 5.7. Oncein that window, the user will click on the Options command
menu button, and then select New |tem from the displayed menu. Asaresult of thisaction ablank
Capital Request Detail window is opened, asillustrated below.

Mi[=] E3
Capital Request Detail | History |

mmal Request Item Detail

El

Requested Year H Application Year: I 2000 Priority {1=high) I TP
Justification:
[Current

Status: PRE‘REQUE Type: |:|3 SubType: Action:

Program: | =l Chg Date: |1DI23;‘1998 Cluarntity: I—
Descriptinn:l

b % %
Federal: (50 (2] 5.00 State: |20 anal:l E| 5.00 Total | $.00

Each white box needsto be filled in. Some are text boxes, some have associated picklists.

The Subtype field will become editable when the Type field is entered, and the Action field will
become editable when the Subtypefield isentered. When all information isentered, the user should
save the data

If the Typefield hasavalue of Vehicle, and an Action of Replace or Expand are entered, aVehicle
Request For m section will appear at the bottom of thewindow. To add vehicleinformation to that
section the user must first save the new item record, then point to the vehicle request section and
click the right mouse button to display a shortcut menu. Select Add from that menu. Asaresult of
this action the user will first be prompted to indicate if the new vehicle is an extended or local
purchase, asillustrated on the next page.
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ﬂ Select Request Type M[=] E3

Purchase

@ Extende " Local

[Duplicate Form |1 E[Times

Ok I Cancel'

The user will select whether the purchase isto Extended or Local, and the number of timesit isto
be duplicated. Enter the number corresponding to the total number of theidentical vehiclesdesired.

The duplication function allows the user to rapidly create a number of identical vehicle requests.
Notethat if multiplevehiclesarerequested in one capital request, they must beidentical. PTMSwill
not allow the user to edit individual vehicle records within one request. Deleting avehicle from the
reguest will change the total number of identical vehicles requested, and adding another will create
an additional identical record. A separate capital request item must be created for each vehicle
having different specifications.

When the desired sel ections have been made in the Select Request Type window, the user will click
the OK button to open the V ehicle Purchase Request Form. Note that either the Extended or Local
option displays the same basic window. It is which fields are editable to the user that will be
different.

Theillustration at the top of the next page depicts the Extended version.
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[ vehicle Purchase Request Form - EXTENDED [_ [O] x|

Transit Agency :

Yehicle Category :

Yehicle Description Price
———— — — — — — EF
Additional Options Price
‘ =1 g

[}
Status | I~ Total Price $

Save | Cancel ‘

If Local is selected, different fields will be editable. See the paragraph below for Local purchase.
For extended purchasethe user will start by selecting avaluefor the Vehicle Description field. This
action will automatically popul ate the Pricefield to the right of the V ehicle Description, and render
the Additional Options and Price field below it editable. The user will fill in these fields if

appropriate.

Note that the selected vehicleswill automatically comewith anumber of options, that will be noted
on the screen. The Additional Options and Price field are for options that are not usually included.
Thisinformation is also in the application packet you received in the mail.

Any information entered into the Additional Options field is combined with the information in the
Vehicle Description field, and used to popul ate Description field in the Capital Request Detail layer.

For local purchasethe user must enter the V ehicle Description manually and enter the pricefor one
vehicle.

The Statusfield is not editable by the Transit Agency user. It is used by the Project Manager in the
approval process.

Once done, the user will select the Save button to store the information, and then close the window
to return to the Capital Request Details window.
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To increase the number of identical vehiclesin arequest after saving, right click in the Vehicle
Request Form section at the bottom of the Capital Request Detail layer, and choose Add on the
shortcut menu. TheV ehicle Purchase Request Formwill be displayed. Y ou may only chooseto Save
or Close. Saving will increase the number of requests by one. Repeat as necessary to add additional
identical vehiclesto the request.

To delete avehicle from the Capital Request Detail layer, select the vehicle to be deleted in thelist
in the V ehicle Request Form section at the bottom of the window by clicking it with the left mouse
button. Then click the right mouse button and select Delete on the shortcut menu. A message box
confirming the deletion will be displayed, in which the user will click OK.
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Operating Request

Operating Request isanother layer inthe Annual Application window, accesstowhichiscovered

in the first part of this chapter.

Once in the Annual Application window, the user will click on the Operating Request layer tab,

which will cause the Operating Request List to be displayed, asillustrated below.

ﬂﬁmnual Application: ISABELLA CO TRANSPORTATION COMMISSION

Checklist | Capital Request

Operating Reguest

=] 3

Dperating Request List

—Operating Request List

Report ¥r Report Type Service Area Service Type Status
1999 Annl Budgeted Maonurhan Chty Regular Service P Approval
Mew OAR. . |

To create anew OAR, see page 5.21.

To examine details of a given operating request, the user will locate it in this list, employing the
scroll bars as required, and then double-click in the row of the desired request. Asaresult of this
action the OAR window is displayed, asillustrated on the next page.
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The OAR window isamulti-layered window, and by default the Summary layer is active when it
isopened, asin theillustration above.

By clicking on the Financials layer tab, the Financials layer is displayed, asillustrated on the next
page.
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(3 Summany @ Financials | @
Revenue ( Annual FinaryE] Cudesl
Code Description Amount Comments
DR
401100  |Passenger Fares far Transit Service 120000
40200  |Special Transit Fares 165000
40500  |Charter Service Revenues 12000
40710  |Sales of Maintenance Services 45000
407583  |Cther MonTransportstion Revenus 72500
40500  |Taxes Levied Directly for Transit Agency 430000
40920  |Single Business Tax G000
41101 State Formula Opersting Funds 1006825
41106 |Ineligikle State Marketing 000
41301 |49 USC Section 2311 (Section 18) 220495

413598

Ineligible RTAP

3000

41400

Irterest Incarme

20000

Notethat the format of thislayer will depend upon the given transit agency, the service area, and the
servicetype. Theillustration above isfor Nonurban County, Regular Service. Though the format

and content may vary, the functionality is the same for all formats.

There are two pagesto thislayer, one for Revenue, whichisillustrated above, and one for Expense,
which is accessed by clicking the Expense button at the lower right of the page. The Expense layer
is displayed, asillustrated on the next page.

In both the Financials and Non-Financials layers, there is no total by column at the bottom of the
windows. To observe totaling and subtotaling relating to these figures, the user should view the

corresponding reports. See page 5.27 for information on viewing totals and printing reports.
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FipziniEERee ==

Note that the button now reads Revenue and can be used to toggle back to the Expense layer.

By clicking onthe Non-Financialslayer tab, the Non-Financialslayer isdisplayed, asillustrated on
the next page.
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MenERnEEE Eates

Notethat the format of thislayer will depend upon the given transit agency, the service area, and the
servicetype. Theillustration above isfor Nonurban County, Regular Service. Though the format

and content may vary, the functionality is the same for all formats.

When done with the OAR window, the user can close it to return to the Operating Request List
window.
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New Operating Request

To create anew Operating Request, the user must first accessthe Oper ating Request L ist window,
as described starting on page 5.16.

Once in that window, the user will click onthe New OAR button at the bottom of the window. As
aresult of this action the user will be prompted to indicate which service the new request isfor, as
illustrated below.

Agency Type | Agency Service Type |
Fh:lnurban Chty ﬁegular Service

[ | Cancel

.......................

The user will select the desired Service Area/Service Type by clicking in the appropriate row in this
box, then select the OK button. Note that even if only onerow is present, asillustrated above, the
user must click in that row prior to clicking OK. Asaresult aNew Operating Assistancereport
window is opened, with the Summary layer displayed, asillustrated on the next page.
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& Summary o, Financials | s, Hon-Financials |
—Summary Details

Service Area: Flonurhan Crity Service Type : hegular Service
Report Fiscal Year : I 2000 Report Type : |Annual Budgsted =]
Begin Date : I Cct 1, 1999 End Date : I Sep 30, 2000
Comments : =l

q _"I—I
Status : [Pre_submt [~ Initial Submit Date: [ oomomono

Save | Brint | Close |

The user can now access the Summary, Financials, and Non-Financials layers as appropriate to
enter necessary information. Notethat the Financialslayer containspagesfor Revenue and Expense.
The user should save all changesin each layer before changing layers, though prompting will occur

if required.

The default status for a new Operating Request is Pre submit. Once the application is submitted,
the budget status will automatically change to Submit. If aresubmission of the OAR isrequired,
your project manager must change the status to Resubmit, which will enable the Transit Agency to
revise the report and submit again. Other possible statuses are PAS Approved, PAS Denied, and

PM Approval. By monitoring the status of the OAR, the transit agency can follow its progress.

The Summary layer information for abudget report will be automatically generated by PTM S based
on the fiscal year of the application.
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Financials Layer

The Financials layer of the Operating Request window, with Revenue page displayed, for a new
budget isillustrated below.

(0. Summary ] Financials 0. Hon-Financials |

Revenue Financial Codesl

Code Description Amount Comments 1=
DR

40100  |Paszenger Fares for Transt Service

40200  |Special Transit Fares

40300  |School Bus Service Revenues

40400  |Freight Taritfs f Package Delivery

40500  |[Charter Service Revenues

40610  |Concessions

40615 |Advertising

40620  (Intercity Ticket Sales

40698  |(Other Transportation Revenues

40710 |Sales of Maintenance Services

40713 |[Rental of Revenue YWehicle

40720  |Rental of Buildings or Cther Property

40725 |Parking Lot Revenue

40799  |Cther MonTransportation Revenue

40300  |Taxes Levied Directly for Transit Agency

40910  Local General Operating Azsistance

40315  |Local Special Demonstration Project Assistan

40920  |Single Business Tax

403999  |Cther Local Grants & Reimbursements

41101 State Formula Operating Funds o

41105  [Ineligikle State Planning

41106 Ineligible State Marketing

41198 |(COther Ineligible State Grants & Reimbursement

41301 |48 USC Section 5311 (Section 18]

41302 |48 USC Section 5307 (Section 9) LI

When the user is creating theinitial budgetary OAR for agiven fiscal year, thiswindow will display

al of the current codes, asillustrated.

When all of the datais entered on a page, the user must save before moving to another page. Once

saved, only those lines containing data (not blanks or zero) will appear on the screen.

Af ter saving, if a user requires a row that is not present, it can be added through the use of the
Financial Codes button at the upper right of the window. Clicking on the Financial Codes button
displays the Financial Codes window, asillustrated at the top of the next page.
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ﬂ Financial Codes |
Select the financial codes for which you want to make an entry Selected Codes
ol

|4III3IIIIII En:hn:u:ul Buz Service Revenues
|4I]5IIIIII l(:harter Service Revenues

406 - Augiliary Transportation Revenues
|4IIIE1 ] knncessinns

BOB15  |advertising

BOE20  Jrtercity Ticket Sales

BOE99  fCther Transportation Revenues

407 - HonTransportation Revenues

|4III'."1 ] Eales of Maintenance Services
BO715  Rental of Revenue Yehicle

|4III'.-'2III hental of Buildings or Cther Property

Inzert | Cloze |

The user will locate the desired code by using the vertical scroll bar. When the desired row is
located, the user will point to it and double-click to place the code in the Selected Codes section at
the right of the window, asillustrated below.

ﬂ Financial Codes E |

Select the financial codes for which you want to make an entry Selected Codes
| (40820

|4I]3IIIIII El:hl:n:ul Buz Service Revenues
|4III5IIIIII |Charter Service Revenues
406 - Auxiliary Transportation Revenues
|4IIIE1 ] hnncessiuns
BOE15  |advertising

TES0620 |intercity Ticket S:

EDEEE ﬁher Tranzportation Revenues

407 - HonTransportation Revenues
|4III'."1 ] Eales of Maintenance Services

|4III'."1 3 hental of Revenue “ehicle
Bo720  Rental of Buidings or Cther Property

-
4| | 4

Inzert Close |
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When all codes to be added have been collected in the Selected codes list, the user will click the
I nsert button at the bottom of the window. This action will close the Financial Codeswindow, and

return the user to the Financials layer with the new code lines inserted.

NOTE: Theuser must enter thedesired datain the new codelines prior to saving thewindow. When
the Save is performed, any lines with data fields that are empty, or that contain only zeroes, are
eliminated.

When the Revenue page is complete, the user will then click on the Expense button at the lower

right of this window to compl ete the Expense page, illustrated below.

(0. Summary Financials (071 Hon-Financials |
Expense Financial Codesl
Code Description Operations Maintenance| General Total Comments 1=
DR Admin DR

50101 Operators' Salaries & Wages

20102 |Cther Salaries & VWages

50103 |Dispatchers' Salaries & Wages

20200 |Fringe Benefits

S0302  |Advertising Fees

50399  |Other Services

50401 Fuel & Lubricants

50402  |Tires & Tubes

50498  |Cther Materials & Supplies

50500  |Ltilties

S0603  |Premium for Public Lizbility

20699  |[Other Insurance

S0700  (Taxes

205800 Purchazed Transportation Service

S0302  (Travel & Meetings

50998  |Other Mizcellaneous Expenszes

51101 Irterest on Long-Term Debt

51102 Interest on Short-Term Deht

51200  |Leases & Rentals i

51300  \Deprecistion

25003 (Ineligible Federal Grants

55004 |Ineligible State Grants

55005  |Ineligible Local Grant=

25006  (Ineligikle Interest Expense -
4| | 3
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Non-Financials Layer

To access the Non-Financials layer, the user will click on the corresponding tab at the top of the
OAR window. As aresult the Non-Financials layer will be displayed, asillustrated below.

n.] Summany | ] Financials ] Hon-Financials
Mon-Fi ial Cod
Public Service _Non Finenciel Codes |
Code Description Weekday Saturday Sunday Total -
DR DR. DR
610 “ehicle Hours |
611 Yehicle Miles
615 FPazsengers - Regular
616 Passengers - Elderly
617 Passengers - Persons w Disabilties J
-
Vehicle
Code Description Quantity
653 Total Line-Haul YWehicles
654 Line-Haul Wehicle w Lifts
655 Tatal Demand-Response Yehicles
656 Demand-Response Yehicle wi Lifts
b58 Total Transit Yehicles
Miscellaneous
Code De=scription Quantity Explanation -
DR
601 Mumber of Routes (Line Haul Snly)
602 Mumber of Route Miles (Line Haul Only)
630 Charter Service Hours
6341 Charter Service Mies
632 School Bus Service Hours
633 School Bus Service Miles
634 Cther Service Hours (Explain) _I
-

When the user is creating the initial OAR, this window will display all of the current codes, as

illustrated.

After saving apage, only those lines containing data (not blanks or zero) will appear on the screen.

Rows/codes may be added back in using the Financial Codes button, as described on page 5.23.
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In both the Financials and Non-Financials layers, there is no total by column at the bottom of the
windows. To observe totaling and subtotaling relating to these figures, the user should view the
corresponding reports. Selecting the Print button at the bottom of the window will cause the Print
dialog box to be displayed, asillustrated below.

& Print |

—Report Selection

" QAR Summary

{* Revenue Schedule
" Expense Schedule
" Hon-Financial Schedu

" Complete OAR Report

i Wiew Report ! Close |

The user will select desired report by clicking on it, and then view the report in print preview by
selecting the View Report button. An example of apreviewed report with total's displayed appears
below. To print the previewed report, click on the Print button at the bottom of the window.

{3 Operating Assistance Report M=l E
ISABELLA CO TRANSPORTATION COMMISSION :I

Nonurban County
Regular Service
Annual Budgeted

REVEMUE SCHEDLILE 1997

Code Description Amount

411 : State Cash Grants & Reimbursements

41199 Cther Ineligible State Grants & Reimbursements 505 450
413 : Federal Cash Grants & Reimbhursement
413 49 U=C Section 5311 (Section 18] 17897

414 : Interest Income
41400 Irterest Incame 12,000

Total Revenues : $1,833,421
Total Eligible Revenues : $1,027 971 =

Brint Close
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Note that the Complete OAR report cannot be previewed without printing, and when selected the
button will change to Print Report.

On clicking the Print Report button, a message box will be displayed confirming the users desire to
print the report, asillustrated below.

Print Complete 0AR Report E< |

The current selection will print complete 0AR Beport.
dyre you sure you want ta print it

On selecting the Y es button in that window, the report will print.

When all layers of the new OAR have been completed and saved, the report can be submitted from
the Summary layer, by selecting Submit in the Status field, and then saving the record.
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TA Forms

TA Formsisanother layer inthe Annual Applicationwindow, accesstowhichiscoveredinthefirst
part of this chapter.

Oncein the Annual Application window, the user will click on the TA Forms layer tab, which will
cause the TA Formswindow to be displayed, asillustrated below.

ﬂﬁmnual Application: ISABELLA CO TRANSPORTATION COMMISSION M=l E3
Checklist | Capital Request | Operating Request TA Forms

T4 Form Type I |_| Application Year I 2001

WAPORTANT NOTE T

16 (B)(Q) After "Update Form:" in WordPerfect, ¥OU
MUST go to Options button and Save BEFORE
zelecting another form or closing this screen.

Application Type

" ESpecialized Services

" Semice Development

Dowble Click on the docament to edit it

Thiswindow provides access to all the additional forms needed in the annual application.

Toview afilled out form, the user will first select the desired optioninthe Application Typeoption
group inthe upper left of thewindow. Theuser will then click onthe small gray box at theright end
of the TA Form Typefield to view alist of formsavailablefor the selected application type. Inthis
list the user will click on the desired form type. This action will cause the selected form to be
displayed in the bottom section of the window. If the form has already been filled out for the
selected application, the user will be able to view the details here.
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Theillustration below shows aretrieved TA Form, for Regular Services, for 5311 Title VI Info.

Application Type

T Form Type B311 Tie Vi Info |_‘ Application Year [ 2001

IAPORTANT NOQTE!
B (B)2) After “Update Form:" in WordPerfect, YOU

MUST go to Options button and Save BEFORE
selecting another form or closing this screen.

& Regular Service

" Specialized Services

 Senice Development

Doadie Click on the document to adit it

Return to MIDOT =
ATTACHMENT B
TITLEVIINFORMATION

Wame of
Applicant

All Bection 5311 {former Section 18)recipients must submit the following general information:

1. A4 list of any active lawsuits or complaints using the applicant which allege
discrimination on the basis of race, color, ornational origin with respect to service
ar other transit benefits. The list should include: the date the lawsuit or
complaint, including whether the parties to a lawsuit have entered into a consent =]

If the user wants to edit the form, the user will point to the form and double-click. This action will
cause the WordPerfect program to start, and the selected form will be automatically loaded in to
WordPerfect.

The user may then employ WordPerfect to make such changes as are desired. Note that on
certainitemsin the document, bubble help indicatorswill appear, asillustrated at theright.
Simply point and click on these indicators to obtain useful information about completing
the document.

When done in WordPerfect, it isimportant to leave WordPerfect in the appropriate manner. DO
NOT SAVE the form in WordPerfect. Instead, under the File menu in WordPerfect, select
something similar to Update Form. The exact wording of the command may vary with the version
of WordPerfect, but the ideaisto update the form. To return to PTMS, select something similar to
Exit & ReturntoForm, closing WordPerfect intheprocess. Asaresult theformisstored asadata
object in PTMS, not as a document file in WordPerfect, and is attached to the application.

By storingtheformsin PTM Sinthismanner, they are accessibleto theMDOT personnel processing
the application.
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New TA Forms

To create anew TA Form, the user must first access the Annual Application window as described
on page 5.2. Then the user will click on the TA Forms layer tab, which will causethe TA Forms
window to be displayed, asillustrated below.

ﬂﬁmnual Application: 1SABELLA CO TRAMSPORTATION COMMISSION [_ (O] x|
Checklist | Capital Request | Operating Request TA Forms

Application Type TA Form Type I |_| Application Vear I 2001

& Regular Service: IMPORTANT NQTE!#

16 (B)(Q) After "Update Form:" in WordPerfect, ¥OU

e Specialized Serizes MUST ?n to Options button and-Saue_BEFORE

zelecting another form or closing this screen.
" Semice Development - —
Dowble Click on the docament to edit it

Thiswindow provides access to all of the additional forms needed in the annual application.

Tofill out aform, the user will first select the desired option in the Application Type option group
in the upper left of the window. The user will then click on the small gray box at the right end of
the TA Form Typefield to view alist of forms available for the selected application type. In this
list the user will click on the desired form type. If the selected form has not been created before, the
user will be asked if he/she wantsto create anew one, in asmall window that appears at the bottom
of the screen, asillustrated below.

i

i3 New Form

Mews Form -- Selected form does not exist. Create a new one?

Select the Y es button in the message window to continue the process. This action will cause the
selected form to be displayed in the bottom of the window.
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The user will now point to the form and double-click. This action will cause the WordPerfect
program to start and the selected formwill be automatically loaded in to WordPerfect. Theuser may
then employ WordPerfect to fill in the form.

The user may then employ WordPerfect to make such changes as are desired. Note that on
certain itemsin the document bubble help indicators will appear, asillustrated at the right.
Simply point and click on theseindicatorsto obtain useful information about compl eting the
document.

When done in WordPerfect, it isimportant to leave WordPerfect in the appropriate manner. DO
NOT SAVE the form in WordPerfect. Instead, under the File menu in WordPerfect, select
something similar to Update Form.

The exact wording of the command may vary with the version of WordPerfect, but the ideaisto
update the form. To return to PTMS, select something similar to Exit & Return to Form, closing
WordPerfect in the process. As a result the form is stored as a data object in PTMS, not as a
document file in WordPerfect, and is attached to the application.

IMPORTANT: If auser is planning to create multiple formsin one session, the user must be sure
to save each form by sel ecting the Save command under the Options menu button prior to working
on another form, or the data entered into the prior form will belost.

By storingtheformsin PTM Sinthismanner, they are accessibleto theMDOT personnel processing
the application.
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Overview

This chapter will focus on the use of the Vehicle layer in the Transit Agency window. We have

aways requested a vehicle inventory with your annual application — now we will just ask you to
verify your inventory at the time you do your annual application. If you find problems with your
inventory that you are not able to correct, please contact Jill Adams at (517) 373-2307 or e-mail:
adamsji@mdot.state.mi.us.

Accessing Vehicle Information

To access transit vehicle information, the user must first start PTMS as discussed starting on page
2.3. Then the user must locate the record for the transit agency for which vehicle information is
desired, as discussed starting on page 3.2. Once the correct record is located, the user will point to
and double-click on the desired agency in@pen TA window. As a result of this action the
Transit window opens for the selected agency. Note that in the illustration below, it is the
GOGEBIC COUNTY PUBLIC TRANSIT window.

S GOGEBIC COUNTY PUBLIC TRANSIT M[=] B3
Profile | Application | Yehicles | Equipment | Facilities | Operating Repart |

m Characteristics

— TA Characteristics

TA Marme: |GOGEEIIC COUNTY PUBLIC TRAMSIT
hr. £ hs. IMr. First: |lames Last: [|Mildren
Title: [Manager
Contact Marne; |MR. JAMES MILDREN TA ID: I 386004551
Profile: hi-F B A 0. - B P,
Address: D36 E. MCLEOD AVENLUE
IROMWOOD, Ml 49938
Phone Nurmber: I(BEIE) 932-2523 Fax Mumber: (D05) 932-14593
E-Mail: |b|uehus@gngehic.cu:.mi.us

Legislative Information

House Districts Senate Districts Legislators
110 38 Sen. Donald Koivisto (0
Rep. Paul Tesanaovich (D)

Feady TI20/858 1118 AM i
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The Profilelayer isactive by default. To accessthe Vehicleinformation the user will now click on
the Vehicle layer tab. The Vehiclelist will then become visible, asillustrated below.

EGUEEB": COUNTY PUBLIC TRANSIT M =] E3
Praofile | Application Wehicles | Equipment | Facilities | Operating Report |

|Options #]7

~Fleet Information {All Operated Yehicles)
Total Fleet: [ g Tatal Lift: Spare Ratin:
Tatal Reser\rel 1 Total at Peak Hour: I 5 20% and Below meets Guidelines
Vehicle ID Humber | State ID Local ID  Status Type Seats| Lift Seats| Model ¥r| Miles HI
1FDKE3OFY SHCO2332 712516 102ASSIGNED  |BUS-SM LGT D 10 1 1995 51,109
1GBEBTTEOL110445 711501 101M|ASSIGNED  |BUS-MED MED 12 2 1990/ 185,034
1GBEBT1ESL111798 712026 104 ASSIGNED  |BUS-MED MED 12 2 1991 143631
1GBEBTT1EVL111799 712027 103 ASSIGNED  |BUS-MED MED 12 2 1991 109633
1GBERT1EXL111800 712028 105/ASSIGNED  |BUS-MED MED 12 2 1991 110,229
1GBGESTMBNII00430 | 712090 106/ASSIGHNED  |BUS-MED MED 22 o 1992 33742
4| | 2
Ready TI20085 11:20 A 7

You will seealist of all the vehicles assigned to that agency. Fill inthe Total Reserve and Total
at Peak Hour text boxes.

Note that the table section of the window can be sorted as described in Chapter 2. Thismay help the
user locate the desired vehicle record (row), which the user must do to access and edit existing
information. Once the record is located, the user will point to and double-click on that record to
access the Vehicle window illustrated on the next page.

By clicking on the Options command menu button, and selecting New V ehicle from the displayed
menu, an empty version of the following window will be displayed for the entry of the indicated
information for the new vehicle.
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Vehicle — Characteristics

Condition, Financials, and History. By default, the Characteristics layer is displayed.

ﬂVehicle: 1FDKE30F75HCO2382

When the user double-clicksonagivenrecord inthe Vehiclelist window illustrated on the previous
page, the Vehicle window illustrated below opens, having window layers for Characteristics,

Characteristics | Condition | Financials Histary
m ehicle Characteristics
[Characteristics
hicle 14 No - 1FOKE3OF7SHCO2382  Type: BUS-SM LGT EH Madel Year: | 1985
Local Bus Mo 102 TA Mame: GOGERIC COUNTY PUBLIC TRANSIT |:|
State 71: 12516
—Specifications
Chassis Cormpany: |F ORD [~] Size in fest: | Lift Type: [PLATFORM I~
Engine Type: | DIESEL |=| Body Company: [CHAMPION  |+| Lift Manufacturer RICON I~
seat Oty I 1m  Grass Weight: I 11 500 Lift Seat Qty.: I 1
Current Information
Status: [ASSIGNED [~] curent Miles: | 51,109 Miles As OF | 01/01/1998
Beginning Date: | 101341995
4 |

Thiswindow provides information concerning the vehicle 1D, specifications, and status.
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Vehicle — Financials

Once the user has accessed the Vehicle window, as described in the previous section, the user can

access the Financials layer by clicking on the Financials layer tab. This action will cause the
Financials layer to be displayed, asillustrated below.

ﬂVehicle: 1FDKE30F75HCO2382

Characteristics | Condition Financials | History |

m ehicle Financials
—Purchase Information =
PO Murnher I QkF099 Purchase Cost: I 49 243.00 o

Contract Mumber I 94-0923 Program: SEC A311 fnrm
Federal Grant No: | Purchase Reason: | REPLACEME ﬂ

Delivery Date: I 101371995 Delivery Miles: B36
rimprovement

Type: | -] Cost] 00 Date: [00/00,0000
Description:

—Improvement History

Type | Date | Cost |VehicleImprwementDescriptinn

=

Thiswindow givesyou purchaseinformation (grant number, purchase price, etc.) and improvement
information (rehabs, remanufacture, etc.) with a history of the improvements visible in the history

box. Improvements will be entered either by you or MDOT personnel, depending on what type of
funds were used for the improvement.
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Vehicle - History

Once the user has accessed the Vehicle window, as described in the previous section, the user can

access the History layer by clicking on the History layer tab. This action will cause the History
layer to be displayed, asillustrated below.

ﬂVehicle: 1FDKE30F75HCO2382

Characteristics | Condition | Financials History

— Status
Wehicle ID: | {FDKE3OF7SHCO2352
Status Begin Date | End Date Miles TA
ASSIGHED 10300095 00000000 A1|GOGEBIC COUNTY PUBLIC TRAKSIT
| | 3

Thiswindow gives the user information regarding where the vehicle has been, and the dates when
it was moved. Entriesin the History layer are triggered by a change in status.
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Overview

This chapter will focus on the use of the Equipment layer in the Transit Agency window. Weare
requesting that you enter your equi pment val ued over $5,000into the equipment inventory. Entering
information for equipment lessthan $5,000in valueisoptional. Thischapter discussesthe windows

to be used for this data entry.

Accessing Equipment Information

To accesstransit agency equipment information, the user must first start PTM S as discussed starting
on page 2.3. Then the user must locate the record for the transit agency for which equipment
information isdesired as discussed starting on page 3.2. Oncethe correct record islocated, the user
will point to and double-click on the desired agency in the Open TA window. Asaresult of this
action the Transit window opensfor the selected agency. Notethat intheillustration below, itisthe

GOGEBIC COUNTY PUBLIC TRANSIT window.

EGDEEBIC COUNTY PUBLIC TRANSIT

Profile | Application | “ehicles | Equipmeant | Facilities |

— —
U0 Characteristics

M[=] B3

Operating Report |

— TA Characteristics

TA Mame:

e, 4 M=
Title:

Contact Name:
Profile:

Address:

Phone Mumber:

E-mail:

IGOGEEIIC COUNTY PUBLIC TRANSIT

IMr. First: ames Last: [Mildren

|Manager

|MR. JAMES MILDREN TA ID: I 386004851

M-F G AN, - 6 P

235 E. MCLEOD AVENUE
IROMNWOOD, Wl 45538

[1208) 932-2523 Fax Number.  [805) 932-1433

|b|uebus@gngebic.cc.mi.us

Legislative Information

House Districts Senate Districts Legislators

110 35 Sen. Donald Kaivisto (D)

Rep. Paul Tesanovich (D)

Ready

TI20/45 11:18 AM 4

The Profilelayer isactive by default. To access the equipment information the user will now click

on the Equipment layer tab to the right of the Profile tab.

PTMS

Page 7.2



Transit Agency - Equipment

The Equipment layer will then become visible, asillustrated below.

EEDEEBIC COUNTY PUBLIC TRANSIT

M[=] B3
| Operating Report |

Prafile | Application | Wehicles Equipment | Facilities
[Options #] 79977,
Serial MNo.|Model Mo. Twpe Description Purchase ¥r| Hl | RSL
iele 93535 COMPUTER EQUITMS Systern Computer 0oog
Ready

TI20/85 11:44 A 4

You will seealist of all the equipment owned by the selected agency.

Note that the list in the table form section of the window can be sorted as described in Chapter 2.
This may help the user locate the desired equipment record (row), which the user must do to access
and edit existing information. Oncethe record islocated, the user will point to and double-click on
that record to access the Equipment window illustrated on the next page.

By clicking on the Options command menu button, and selecting New Equipment from the
displayed menu, an empty version of the following window will be displayed for the entry of the
indicated information for the new equipment.
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Equipment — Characteristics

When the user double-clicks on a given record in the Equipment list window illustrated on the
previous page, the Equipment window illustrated below opens, having window layers for
Characteristics and Condition. By default, the Characteristics layer is displayed.

S Equipment for: GOGEBIC COUNTY PUBLIC TRANSIT M= E
Characteristics | Condition |
mm Characteristics
Serial # Iieie Mod Num:pagag Type: |[COMPUTER |

Description: ITMS System Computer

Th: |GOGEE|IC COUNTY PUBLIC TRARSIT

hinfr Marne: I Fed Grant Murm: I Purchase Amount: I
Status: I:E St Contract Mum: I Year Purchased: I Qo0o

This screen includes information such as contract number, purchase price, and a description of the
equipment.
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Equipment - Condition

Once the user has accessed the Equipment window, as described in the previous section, the user

can access the Condition layer by clicking on the Condition layer tab. This action will cause the
Condition layer to be displayed, asillustrated below.

S Equipment for: GOGEBIC COUNTY PUBLIC TRANSIT M= E3

Characteristics Condition

Evaluation Date: I v|

Current Age: I Health Index: I 0.0
Design Ii Remaining Ii
Senice Life: 8 Service Life: 0

Evaluated By: I

Equipment Condition Comments:

Thiswindow allows the user to calculate the health index and remaining service life based on the
age of the equipment. Thereis also a space to make comments regarding the physical condition of

the equipment. Y ou may view historical information by using the scroll bar onthe Evaluation Date
box and choosing one of the dates listed.
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Overview

This chapter will focus on the use of the Facilitieslayer inthe Transit Agency window. We request
that you enter your facilities into the facility inventory.

Accessing Facility Information

To accesstransit agency facility information, the user must first start PTM S as discussed starting on
page 2.3. Then the user must locate the record for the transit agency for which facility information
is desired as discussed starting on page 3.2. Once the correct record is located, the user will point
to and double-click on the desired agency in the Open TA window. Asaresult of this action the
Transit window opens for the selected agency. Note that in the illustration below, it is the
GOGEBIC COUNTY PUBLIC TRANSIT window.

£ GOGEBIC COUNTY PUBLIC TRANSIT = [O]x]
Profile | Application | Yehicles | Equipment | Facilities | Operating Report |
Characterislics

— TA Characteristics

TA Marme: |GOGEEIIC COUNTY PUBLIC TRANSIT
Mlr. M= IMr. First: Darnes Last: [Mildren
Title: [Manager
Contact Mame: IMR JAMES MILDREN TA D I 366004851
Profile: M-F B AM -5 P.M.
Address: P35 E. MCLEOD AVENUE
IROMNWOOD, Ml 49938
Phone MNurmber: I(BDB) 9322523 Fax Nurmber: (906 932-1493
E-Mail: |h|uebus@gugebic.cc.mi.us

Legislative Information

House Districts Senate Districts Legislators
110 35 Zen. Donald Kaivisto (D)
Rep. Paul Tesanovich (D)

Ready 7120185 1:00PM

The Profilelayer isactive by default. To accessthe facility information the user will now click on
the Facilities layer tab to the right of the Profiletab. The Facilities|ayer will then become visible,
asillustrated on the next page.
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EEDEEBIE COUNTY PUBLIC TRANSIT

—

You will seealist of al the facilities used by the selected agency.

Note that the list in the table form section of the window can be sorted as described in Chapter 2.
Thismay help the user locate the desired facility record (row), which the user must do to access and
edit existing information. Oncetherecord islocated, the user will point to and double-click on that
record to access the Facility window illustrated on the next page.
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= Facility for GOGEBIC COUNTY PUBLIC TRANSIT: Garage =] B3
Characteristics | Condition |

[rmprovernents |

m:halacteﬁstics

FY

Facility MName: IGarage Agency: IGOGEEIIC COUNTY PUBLIC TRANSIT
Address ¢ | City, Zip Code: |
Facility Type : T Bus Sheltar
Bus Shelter Other
_ ™ Adrministrative [T Transfer Center
Quantity: ™ Maintenance ™ Intermodal
I " Operations/Dispatch " Storage
™ Other

: Original
Structure Type: |E“-OCK |:I Federal Grant Mo I F'urgchase Price: I 0.00
Sg. Footage I State Contract Mo I Completion Date: I 02031935

Handicap .
Accessible L Chned By I

By clicking on the Options command menu button, and selecting New Facility from the displayed

menu, an empty version of the following window will be displayed for the entry of the indicated
information for the new facility.
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Facility — Characteristics

When the user double-clickson agiven record inthe Facility list window illustrated on the previous
page, the Facility window illustrated below opens, having window layers for Characteristics,
Condition, and Improvements. By default, the Characteristics layer is displayed.

= Facility for GOGEBIC COUNTY PUBLIC TRANSIT: Garage =] B3

Characteristics | Candition | Improvements |

m:halacteﬁstics

FY

Facility MName: IGarage Agency: IGOGEEIIC COUNTY PLBLIC TRANSIT
Address | City, Zip Code: |
Facility Type : T Bus Sheltar
Bus Shelter Other
_ ™ Adrministrative [T Transfer Center
uantity: I Maintenance ™ Intermodal
I " Operations/Dispatch " Storage
[ Other

: Original
Structure Type: |EEI_OCK |:| Faderal Grant Mo I F'urgchase Price: I 0.00
Sg. Footage I State Contract Mo I Completion Date: I 02031935

Handicap : .
Accessible L Chned By I

=

This window, which gives the location of the facility, also contains what it is used for, details
regarding the structure, and financial information such as grant numbers and cost.
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Facility — Condition

Once the user has accessed the Facility window, as described in the previous section, the user can
access the Condition layer by clicking on the Condition layer tab. This action will cause the
Condition layer to be displayed, asillustrated below.

ﬂFacilil}l for GOGEBIC COUNTY PUBLIC TRAMSIT: Garage

Characteristics Condition | Improvements |
mmnditiuns

Evaluation Date:

{Good) - 100 (Poor}

Structural Evaluation Score: I 20 Design : I 20 Health Index: I 17.0

Service Life:

Remaining
Functional Evaluation Score: I 20 Current Age: I 3 Service Life: I 15
Total Condition Score: | a0

Evaluated By: Last Modified Date: I 02/03/1993

Facility Condition Comments:

This window allows the user to give the facility a structural evaluation score and a financial
evaluation score, and to make general comments about the facility. The design service life, age,
healthindex, and remaining servicelifeareautomatically calculated. Past eval uationscanbeviewed
by using the scroll bar on the Evaluation Date box and selecting a previous date.

To enter anew evaluation click on the Options command menu button and select New Condition
from the displayed menu. A blank condition form will be displayed for the entry of the new
evaluation.
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Facility — Improvements

Oncethe user has accessed the Facility window, as described in the Characteristics section, the user
can access the lmprovements layer by clicking on the Improvements layer tab. This action will
cause the Improvements layer to be displayed, asillustrated below.

ﬂFacilil}l for GOGEBIC COUNTY PUBLIC TRAMNSIT: Garage
| Condition

Characteristics
F

Improvements

Type: |ENV REMOY Diate: F?QEIHBBB Amount: I 0.00
=

[

Description:

Type Date | Amount Description

=

This window allows users to record improvements that have been done to the facility and view a

history of all improvements.
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Transit Agency - Operating Assistance Report

Overview

This chapter will focus on the use of the Operating Report layer in the Transit Agency window.
This window provides the user Access to all operating reports that have been submitted by this
agency (including all annual operating requests (budgets), quarterly operating assi stancereports, and
annual reconciled and audited reports). Users can also create and submit new OARs from this
window. Details of creating a new budgetary OAR associated with a new annual application are
covered in the Application section. See page 5.21.

Accessing Operating Assistance Report Information

To access transit agency operating assistance report information, the user must first start PTMS as
discussed starting on page 2.3. Then the user must locate the record for the transit agency for which
OAR information is desired as discussed starting on page 3.2. Once the correct record is located,
the user will point to and double-click on the desired agency in the Open TA window. Asaresult
of thisaction the Transit window opensfor the selected agency. Notethat intheillustration below,
itistheISABELLA CO TRANSPORTATION COMMISSION window.

ElSABELLA CO TRANSPORTATION COMMISSION [_ (O] x|
Profile | Application | “Yehicles | Equipment | Facilities | Operating Repart |
mtmalacteristics

—TA Characteristics

TA Marne: |ISAEIELLA CO TRANSFORTATION COMMISSION

Mr. f hls. nis. First: an Last: |Baurnan

Title: |General Manager

Cartact Marme:  [MS. JAN BAUMAN TAID: | 382161440
Prafile: COUNTY-WWIDE PUBLIC TRANSIT: SYSTEM OPERATING EVERY

DAY EXCEPT MAJOR HOLIDAYS. DEMAND RESPONMZE SERVICE

M 8T, PLEASANT & ADJACENT AREAS. FLEXIELE ROUTE
SERSACE M CLIT COLIMTY

Address: 1590 E. PICKARD
T, PLEASANT, MI 48853

Phone Number: |517) 773-2410 Fax Mumber: (5171 773-1673
E-Mail: |ICTC@ARROWNET.COM
Legislative Information
House Districts Senate Districts Legislators
99 23 Sen. Joanne Emmons (R)

Rep. James McBryde (R)

Ready 1072688 8:50 Ak 4
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TheProfilelayer isactive by default. To accessthe OAR information the user will now click onthe
Operating Reportslayer tab at the right end of the window. The Operating Report List window
will then become visible, asillustrated below.

EISABELLA CO TRANSPORTATION COMMISSION

Profile |

Application |

“ehicles |

Equipment |

Facilities

Operating Report

=] E3

—Operating Report List

Report Year Report Type Service Area Service Type Status
2000 Cuarterly 1 MNaonuthan County Reqgular Service Pre submit
2000 Cluarterly 4 Monurban County Reqular Service Pre subrnit
1999 Annual Budgeted Monurban County Reqular Service Ph Approval
1998 Annual Budgeted Maonuthan County Reqular Service P Approval
1998 Annual Budgeted MNonurban County MNew Services PAS Approved
19985 Cluarterly 1 Monurban County Reqular Sermice Ph Approval
1998 Quarterly 2 Maonuthan County Reqgular Service Phd Approval
1998 Quarterly 3 Monurban County Reqgular Service Ph Approval
1997 Annual Budgeted Monurban County Reqular Service PAS Approved
1997 Cluarterly 1 Monurban County Regular Service PAS Approved
1997 Cuarterly 1 MNaonuthan County MNew Services PAS Approved
1997 Cluarterly 2 Monurban County Reqular Service PAS Approved
1997 Cluarterly 2 Monurban County Mew Senvices Ph Approval

| »

-

Mew OAR. |

Ready

1026/98 S22 AM

To examine details of a given operating request, the user will locate it in this list, employing the
scroll barsasrequired, and then double-clicking in the row of the desired request. Asaresult of this
action the OAR window is displayed, asillustrated on the next page.

Note that the list in the table form section of the window can be sorted as described in Chapter 2.
This may help the user locate the desired record (row), which the user must do to access and edit
existing information.
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& Summary | o, Financials | s, Hon-Financials |
—Summary Details
Service Area: Flonurban Crity Service Type : Fegular Service
Report Fiscal Year : I Report Type : I |:|
Begin Date : I End Date : I
Comments :
Status : [Pre_submt [~ Initial Submit Date: [ oomomono
SEVE | Print | Close |

The OAR window isamulti-layered window, and by default the Summary layer is active when it
is opened, asin theillustration above.

In thiswindow the user can view summary details of the sel ected operating report, and edit the report
if in aPre_submit status.

Any changes made to a report can be saved by selecting the Save button, and this window can be
closed by selecting the Close button, both at the bottom of this window. The function of the Print
button will be covered on page 9.9.

By clicking onthe Financialslayer tab, the Revenue window is displayed, asillustrated on the next
page.
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n.] Summany ] Financials | ] Hon-Financials |
Revenue Financial Cudesl
Code Description Amount Comments
DR
401100  |Passenger Fares far Transit Service 10000
40200  |Special Transit Fares 20000
40400  Freight Tariffs f Package Delivery Q000

In this window the user can view/edit revenue schedule details of the selected operating request.

Notethat the format of thislayer will depend upon the given transit agency, the service area, and the
servicetype. Theillustration above isfor Nonurban County, Regular Service. Though the format
and content may vary, the functionality is the same for all formats.

Note that which rows are displayed in this window will depend upon the rows that contained data
when the report was saved. If auser needsto add arow that is not present, it can be added through
clicking on the Financial Codes button to display the Financial Codes window, asillustrated at the
top of the next page.
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ﬂ Financial Codes |
Select the financial codes for which you want to make an entry Selected Codes
ol

|4III3IIIIII En:hn:u:ul Buz Service Revenues
|4I]5IIIIII l(:harter Service Revenues

406 - Augiliary Transportation Revenues
|4IIIE1 ] knncessinns

BOB15  |advertising

BOE20  Jrtercity Ticket Sales

BOE99  fCther Transportation Revenues

407 - HonTransportation Revenues

|4III'."1 ] Eales of Maintenance Services
BO715  Rental of Revenue Yehicle

|4III'.-'2III hental of Buildings or Cther Property

Inzert | Cloze |

The user will locate the desired code by using the vertical scroll bar. When the desired row is
located, the user will point to it and double-click to place the code in the Selected Codes section at
the right of the window, asillustrated below.

ﬂ Financial Codes E |

Select the financial codes for which you want to make an entry Selected Codes
| (40820

|4I]3IIIIII El:hl:n:ul Buz Service Revenues
|4III5IIIIII |Charter Service Revenues
406 - Auxiliary Transportation Revenues
|4IIIE1 ] hnncessiuns
BOE15  |advertising

TES0620 |intercity Ticket S:

EDEEE ﬁher Tranzportation Revenues

407 - HonTransportation Revenues
|4III'."1 ] Eales of Maintenance Services

|4III'."1 3 hental of Revenue “ehicle
Bo720  Rental of Buidings or Cther Property

-
4| | 4

Inzert Close |
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When all codes to be added have been collected in the Selected codes list, the user will click the
I nsert button at the bottom of the window. This action will close the Financial Codeswindow, and
return the user to the Financials layer with the new code lines inserted.

NOTE: The user must enter the desired data in the new code lines prior to saving the window.

When the Save is performed, any lines with data fields that are empty, or contain only zeroes, are
eliminated.

By clicking on the Expense button at the lower right of thewindow, the Expense page isdisplayed,

(0] Summany Financials | b1 Hon-Financials
Expense Firancizl Cndesl
Code Description Operations Maintenance| General Total Comments
DR Admin DR

S0101 Operators' Salaries & Wages 1000 500 1,500

5102 |(Cther Salaries & Wages 2000 BOO Z,Iil]ll|

50103  Dispatchers' Salaries & Wages 3000 Foo 3,?I]ll|

S0200  |Fringe Benefits 400 S00 1,2l]ll|

s50302  |Advertising Fees S00 Q00 1,4l]ll|

1| | i
== Revenue == I

asillustrated below.

If the user needsto add additional codesthat are not present, the user will follow the same Financial
Codes process discussed starting on page 5.
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By clicking on the Non-Financials layer tab, the window illustrated below is displayed.

& Summary | 1] Financials ® Hon-Financials |
Mon-Fi ial Cod

Public Service _Non Finenciel Codes |

Code Description Weekday Saturday Sunday Total

DR DR. DR

610 Yehicle Hours 100 100
611 “ehicle Mies 20 2ll|
Vehicle

Code Description Quantity
653 Total Line-Haul Wehicles 100
Miscellaneous

Code De=scription Quantity Explanation

DR

601

Mumber of Routes (Line Haul Snly)

100

602

Mumber of Route Miles (Line Haul Only)

a0

In this window the user can view/edit non-financial details of the selected operating request.

Note that the format of thislayer will depend upon the given transit agency, the service area, and the
servicetype. Theillustration aboveisfor Nonurban County, Regular Service. Though the format

and content may vary, the functionality is the same for all formats.

Note that which rows are displayed in this window will depend upon the rows that contained data
when the report was saved. If a user requires arow that is not present, it can be added through the
use of the Financial Codes button at the upper right of the window. See the explanation of the

Financial Codes button starting on page 9.5.

When done with the OAR window, the user can closeit and return to the Operating Report List

window.
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Notethat in both the Financialsand Non-Financialslayers, thereisno total by column at the bottom
of the windows. To observe totaling and subtotaling relating to these figures, the user should view
the corresponding reports. Selecting the Print button at the bottom of the window will cause the
Print dialog box to be displayed, asillustrated below.

& Print |

—Report Selection

" QAR Summary

{* Revenue Schedule
" Expense Schedule
" Hon-Financial Schedu

" Complete OAR Report

i Wiew Report ! Close |

The user will select desired report by clicking on it, and then view the report in print preview by
selecting the View Report button. An example of apreviewed report with total's displayed appears
below. To print the previewed report, click on the Print button at the bottom of the window.

{3 Operating Assistance Report M=l E

ISABELLA CO TRANSPORTATION COMMISSION [
Nonurban County
Regular Service
Annual Budgeted

REVEMUE SCHEDLILE 1997

Code Description Amount

411 : State Cash Grants & Reimbursements

41199 Cther Ineligible State Grants & Reimbursements 505 450
413 : Federal Cash Grants & Reimbhursement
413 49 U=C Section 5311 (Section 18] 17897

414 : Interest Income
41400 Irterest Incame 12,000

Total Revenues : $1,833,421
Total Eligible Revenues : $1,027 971 =

Brint Close
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Note that the Complete OAR report cannot be previewed without printing, and when selected the
button will change to Print Report.

On clicking the Print Report button, a message box will be displayed confirming the users desire to
print the report, asillustrated below.

Print Complete 0AR Report E< |

The current selection will print complete 0AR Beport.
dyre you sure you want ta print it

On selecting the Y es button in that window, the complete report will print.

PTMS Page 9.10



Transit Agency - Operating Assistance Report

New Operating Assistance Report

To createanew Operating Assistance Report, the user must first accessthe Oper ating Request List
window, as described starting on page 9.3.

Once in that window, the user will click on the New OAR button at the bottom of the window. As
a result the user will be prompted to indicate which service the new request is for, as illustrated

below.

Agency Type | Agency Service Type |
ﬁnnurhan Crity Fegular Service

QK | Cancel

.......................

The user will select the desired Service ArealService Type by clicking in the appropriate row, and
select the OK button. Notethat evenif only onerow isdisplayed, asillustrated above, the user must
still click in the row prior to clicking OK.

As aresult a New Operating Assistance report window is opened, with the Summary layer
displayed, asillustrated on the next page.
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@ Summary | @ Financials | @ Hon-Financials |

— Summary Details

Service Area: Flonurban Crty Service Type : Fegular Service

Report Fiscal Year : I I Report Type : | |;|
Begin Date : | End Date : I

Comments :

Status : lPre_submt  [x] Initial Submit Date: [ oomnmoon

To set up anew report the user will fill inthe Report Fiscal Year, Report Type, and Comments
fields. Entering thisinformation will trigger automatic popul ation of the Begin Dateand End Date
fields. Information is stored by clicking the Save button at the bottom of the window.

Notethat the format of all layerswill depend upon the given transit agency, the service area, and the
servicetype. Theillustration aboveisfor Nonurban County, Regular Service. Though the format
and content may vary, the functionality is the same for all formats.

Theuser can now accessthe Financials, and Non-Financial slayersas appropriateto enter necessary
information. Note that the Financials layer contains pages for Revenue and Expense. The user
should saveall changesin each layer before changing layers. Once apage has been saved, only those
rows containing data (no blanks or zeroes) will appear on the screen.

If the user requires arow that is not present, it can be added through the use of the Financial Codes
button at the upper right of thewindow. See page 9.5 for details. To seetotalsfor financial and non-
financial datathe user will need to view reports using the Print button. See page 9.9 for more details.

The default status for a new Operating Request is Pre submit. Once the report is complete the
Transit Agency can submit the report by changing the Status to Submit and saving. The date the
report is saved in Submit status for the first time will be recorded in the Initial Submit Date field.
This date field will not change on resubmittal. If a resubmission of the OAR is required, your
project manager must changethe statusto Resubmit, whichwill enablethe Transit Agency torevise
the report and submit again. Other possible statuses are PAS Approved, PAS Denied, and PM
Approval. By monitoring the status of the OAR, the transit agency can follow its progress.
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Statewide Vehicle List

Overview

The Statewide Vehicle List in PTMS alows users to quickly view alist of al vehicles from all
transit agencies across the state. Thislist can be filtered and sorted to assist the user in locating a
specific vehicle, and once found, the user can open data windows that provide information
concerning the vehicle’s characteristics, condition, financials, and history.

Accessing the Statewide Vehicle List

To access the list, the user must first start PTMS, as described starting on page 2Rublic¢he
Transportation Gateway window is displayed, the user can they seléetv Vehicle List in the
window, and clickOK.

If the Gateway window is not displayed, the user can sElegtOpen/Vehicle from the PTMS
Main Menu window.

As a result of either of the above actions, @pen Vehicle window is displayed, as illustrated

Dpen Yehicle _[Of=

3 ™ Custom TA List
M Metro W Medium I County I Township
= o

W Large ¥ Small v City Selection

- Apply
Vehicle Category Improvement Type Purchase Reason
M Small Bus M Tralley v Mone ¥ Replacement
v Medium Bus v Linknawn v Rehab (Gyr) % E .
W Heavy Duty Small Bus W Rehab (7yr) xpansin
¥ Heavy Duty Large Bus ¥ Remanufacture W Unknown

TA Name Vehicle Id  [State 71 Status Type Seats |Lift StsModel Yr. Miles | HI [RSL]
below.
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Since there may be alarge number of records to examine, PTM S provides anumber of functionsto
assist the user in locating the desired record. The use of these functions will be covered in the
following sections.

Filtering

Filtering isthe process of specifying certain criteriathat the vehicle records need to match in order
to be displayed in the list at the bottom of the Open Vehicle window.

Thelower section of thewindow will bein tableformat, with multiplerowsand columns. Each row
represents one vehicle, and each column represents one field of information within the vehicle
record. To accessinformation on agiven vehicle, the user will need to locate and select the desired
record in thistable. The user can employ the vertical scroll bar provided to move through the list
of records. By filtering the list of vehicles, fewer vehicles will appear in the list. With fewer
vehiclesin the list, the user will be able to locate the desired record with less effort.

The top of the Open Vehicle window is where the filtering options are located. The State
Wide/Urban/Non Urban sections and the Vehicle Category, | mprovement Type, and Purchase
Reason sections are where criteriaare indicated as check box fields.

The presence of amark in a check box indicated that the table section of the window will display
vehiclerecords meeting that criteria. Notein the diagram on the previous pagethat all the boxesare
checked, so records of al types will beretrieved. Removing a mark from a check box will cause
transit agency records of that type not to be displayed. For example, if the mark was removed from
the M etr o box, then vehiclesfrom the Urban/Metro transit agencieswill not be displayed in thelist.

The user may remove and add a mark to a check box by clicking in the box, or on the field name
associated with the box. So to remove the mark In the Metro box, the user will click in that box,
or on the word Metro. The same action will place a mark in an empty box. To remove or add
groups of labels, the user can click on the section label names, which are also command buttons.
By clicking on State Wide, marks will be removed or added to all check boxes in the Urban and
Non Urban sections.. Theuser can aso click on Urban or Non Urban to add or remove al marks
inthose sectionsrespectively. Thereareno buttonsfor theVehicle Category, |mprovement Type,
and Pur chase Reason sections. Each mark must be removed or added individually.

Once all changesin marked boxes have been made, the user will need to click onthe Apply button,
in the Selection group, at the right of the top section of the Open Vehicle window. This action
causes PTM S to refresh the list of displayed vehicle records so that the ones meeting the marked
criteria are displayed.
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Anillustration of the Open Vehicle window with retrieved records appears below.

ﬂﬂpen Vehicle _[Of=
i I Custom TA List
Urban Il Mon Urban
¥ hetro ™ Medium I” County I~ Township
Cit
[ Large [ Small ™ City Selection
- aaily |
Vehicle Category Improvement Type - - Purchase Reason
I” Small Bus [ Trolley v Mone ™ Replacement
" hedium Bus ™ Unknasn ™ Rehab (Gyr) rE .
™ Heawy Duty Small Bus ™ Rehab 7y Hpansion
¥ Heavy Duty Large Bus [ Remanufacture [ Lnknown
TA Name Vehicle Id State 71 Status Type Seats Lift StsModel Yr. Miles | HI |[RSL~
DIMONDALE (WEHICLITWWEOZAG12 DWB SALE | BUS-LG HYY DTY 35 1980|347 114 &
DIMONDALE (WEHICI GOVTIBJ4ENET 17 DWB SALE | BUS-LG HYY DTY 35 1981|482 904
SMART TH-3203255 ASSIGHNED  |BUS-LG HWY DTY 41 1978|676 972
SMART TEH-203779 ASSIGHNED  |BUS-LG HYY DTY 44 1979|693 577
SMART TEH-203786 ASSIGHNED  |BUS-LG HYY DTY 44 1975690 519
SMART TEH-20341476 ASSIGHNED  |BUS-LG HWY DTY 44 1980|709 405
SMART TEH-20341478 ASSIGNED  |BUS-LG HWY DTY 44 1980|670 974
SMART 1G0YTE201 CYE20¢ ASSIGHNED  |BUS-LG HYY DTY 43 1982|651 ,774
1 | i3

By removing or adding marks as appropriate, the user can restrict the displayed vehiclesto asmaller
list that will be easier to search.
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Custom TA List

In certain casesaPTM S user may desireto view only avery particular set of vehiclerecordsthat the
filtering process discussed on the previous page does not produce.

Starting on page 3.4 this manual discusses how to build a custom filter set of transit agencies. If
such alist has been built for filtering transit agencies in the Open TA window, PTMS will alow
usersto view vehicle records associated with only the agencies in that custom TA list by selecting
the Custom TA List check box at the upper right of the State Wide group.

Toreturnto thefull vehiclelist the user can unmark the Custom TA List check box, set the desired
criteria, and click on Apply.

Sorting

Even after filtering the vehicle records, there may still be alarge number of records through which
the user must search to locate the vehicle record for which information isdesired. To assistinthis
search, PTMS provides the user the ability to sort the list of records by any displayed field, or by
multiple fields. Sorting the records in a certain order may assist the user in quickly locating the
desired record.

To sort the table section of the Open Vehicle window on one of the displayed fields, the user will
begin by clicking anywhere in the column representing the field by which the table will be sorted.
Then while pointing the muse at this column, the user will press the right mouse button to activate
the shortcut menu. From thismenu the user will select the Sort command. Asaresult of thisaction
thetablewill sort in ascending order by the selected column (field). To sort in descending order, the
user will simply perform the identical operation again.

Notethat any sorting performed isin effect only whilethe Open Vehiclewindow isopen. Oncethe
window is closed and reopened, the sort order will revert to its default setting.

Another option available in the Open Vehicle window is the ability to sort by more than one field
at once. Thisiscalled Sort+. To perform this multi-field sort, the user will display the shortcut
menu as discussed earlier, and then select the Sort+ command. Asaresult of this action the Sort
window illustrated at the top of the next page is opened.
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&3 Sort Vehicle List | %]

Marne Sort Order| AD ~

otate 71
otatus
Type
seats
Lift Sts
Model Yr. ll

St | Elear: |Qance|

In the Name column will be the names of fields by which the table can be sorted. The Sort Order
column indicates the priority sort order of the multiple sort fields selected. The A/D column
indicates whether the sort order is to be ascending or descending for selected sort fields.

Toselect afieldto sort by, the user simply clicksinthe Sort Order column of thedesiredfield. The

first row clicked in becomesthe number 1 priority sort field, the second 2, and so on. Each sort field
selected is set to ascending (A) by default, but by clicking in the A/D column the user can change

&3 Sort Vehicle List B3

Marne Sort Order| AD ~

otate 71
otatus 2z A
Type 1 A
seats

Lift Sts
Model Yr. ll

Sort It | Clear |Qance|

the A to D (descending). Thediagram below illustrates atwo key sort on Type and Status. Typeis
the primary sort key, and Status secondary. Type and Status will sort ascending.

Oncethe sort keysare set up asdesired, the user will click onthe Sort It button to close thiswindow
and have the table sorted as desired. The Clear button cleans out all currently indicated sort key
information. The Cancel button closes this window without performing any sort indicated.
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Accessing Vehicle Information

Once the user has employed filtering, sorting, and scrolling asrequired to locate the desired vehicle
record, the user can now access more information concerning the vehicle by pointing to the vehicle

record (row) and double-clickingthemouse. Asaresult of thisactiontheV ehiclewindow isopened
asillustrated below, with the Char acteristics window layer active.

ﬂ\»"ehicle: T7WE03A612

M=l B3
Characteristics | Condition | Financials History
— Status
Wehicle ID: | TAWEOSAE12
Status Begin Date | End Date Miles TA
ASSIGHED 01014997 00000000 347 1AIACKSON TRANSPORTATION AUTHORIT

When using double-clicks on a given record in the Vehicle list window illustrated on the previous
page, the Vehicle window illustrated below opens, having window layers for Characteristics,
Condition, Financials, and History. By default, the Characteristics layer is displayed.

This window provides information concerning the vehicle ID, specifications, and Status. This
window is read-only for most users.
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Vehicle — Condition

Once the user has accessed the Vehicle window, as described in the previous section, the user can

access the Condition layer by clicking on the Condition layer tab. This action will cause the
Condition layer to be displayed, asillustrated below.

ﬂ\»"ehicle: T7WE03A612 BISI E3

Characteristics History |

m ehicle Condition

~Vehicle Condition

Condition | Financials |

Evaluation Date: 1040171598

Rating (1:Good - 10:Poor)]

Engine: I g Body Interinr:l 0 Structure:
Dirive-Train: I 0 Body E}{teriur:l 0 Suspensiond

I 0 Lift:

0l Safety
Systerms:

Preventive: I
All Other: I 0

|_u

: Steering:
Electrical: I 0 AC/Heating: I 0
Total Scare: I u

Tuotal:

I_D

Total Miles:

—

Evaluated By: I

Remaining Service Life I 42
(R5L):
Last Modification Date: I 07/20/1598

Health Index (HI): 30.0

Comments: |

This screen stores the annual inspection information.

The condition ratings were made part of the TMS so we (PTD) could eventually include themina

formula, along with age and mileage, to create the “Health Index (HI) and Remaining Service Life
(RSL) of a vehicle. The initial HI and RSL formulas are included in the appendix of this User’s
Guide. We will be collecting condition data over the next couple of years with the sole purpose of
testing (and possibly changing) our HI and RSL formulas and determining how they can be used in
replacement criteria. For at least the next two years we will be using the same replacement criteria

as in the past (age and miles). Using the scroll bar on the evaluation date box you can choose other
years and view the condition ratings assigned that year.
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Vehicle — Financials

Once the user has accessed the Vehicle window, as described in the previous section, the user can

access the Financials layer by clicking on the Financials layer tab. This action will cause the
Financials layer to be displayed, asillustrated below.

ﬂ\»"ehicle: T7WE03A612

= E3
Characteristics | Condition Financials | Histary |
MEhicle Financials
—Purchase Information =]
PO Mumber I Purchase Cost: I ao Fi
Contract Number I Pragram: I:E
Federal Grant Mo I Furchase Reasun::E
Delivary Date: I 00/00/0000 Delivery Miles: I
rimprovement
Type: | 7] Cost| 00 Date: [0000/0000
Description:
—Improvement History
Type | Date | Cost |Vehicle Improvement Description
=l

Thiswindow givesyou purchaseinformation (grant number, purchase price, etc.) and improvement
information (rehabs, remanufacture, etc,) with a history of the improvements visible in the history

box. Improvements will be entered either by you or MDOT personnel, depending on what type of
funds were used for the improvement.
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Vehicle — History

Once the user has accessed the V ehicle window, as described in the previous section, the user can

access the History layer by clicking on the History layer tab. This action will cause the History
layer to be displayed, asillustrated below.

ﬂ\»"ehicle: T7WE03A612

M=l B3
Characteristics | Condition | Financials History
— Status
Wehicle ID: | TAWEOSAE12
Status Begin Date | End Date Miles TA
ASSIGHED 01014997 00000000 347 1AIACKSON TRANSPORTATION AUTHORIT

Thiswindow gives the user information regarding where the vehicle has been, and the dates when
it was moved.
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Overview

Note: All Performance Measures are currently under construction due to the recent changes made
to the PTM S financial database. The Financia layer is expected to be available in mid-December,
1998. Other layers will be available as changes are completed.

Within PTM S are a number of transit performance indicators are calculated from the financial and
non-financial data submitted in the Operating Assistance Reports. Theindicators are separated into
three groups. Financial, Service Operations, and Fleet Utilization. This chapter will concentrate on
the access and use of these measures, including filtering and retrieval, use of ranges, and graphing.

For six (6) of the indicators, standards have been established for each transit agency type. These
standards set “normal” ranges of performance for each of the six. They are:

Farebox as a percent of cost (farebox recovery ratio)
Cost per passenger

Passengers per vehicle hour

Passengers per vehicle mile

Cost per vehicle mile

Cost per vehicle hour

More standards and ranges will be available in future releases of the PTMS.

Accessing Performance Measures

To access the transit performance measures, the user will first start PTMS as discussed starting on
page 2.3. If th@ublic Transportation Gateway window is displayed, the user can click@ancel
to close that window.

Once in the PTMS Main Menu window, the user can access the performance measures by selecting
Tools | Performance Measures from the menu bar. As a result of this action Pleefor mance
Measur e Filter window is displayed, as illustrated on the next page.

This window allows the user to control which records will be used in calculating the performance
measures. The user has three areas in which filter criteria can be s&eatedyiew, andScope.

The user can click on a year to select or deselect that year. More than one year may be selected. The
default selection in th€iew option group ifRkeconciled, but the user can change thaBtadgeted

or Audited.

PTMS
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Performance Measure Filter x

Years e

1999
1993
1997
1996
1995 " Budgeted
1994

1293  Audited
1992

1991 ~

& Reconciled

[ Scope |STATEWIDE

.......................

If the user wishesto specify a scope of either atransit agency type, or aspecific transit agency, the
user will place a mark in the Scope check box, which will activate the Select Scope command
button, asillustrated below. Also note the selected years.

Performance Measure Filter x

Years "l ey

1995 -

1993
& Reconciled

1995 " Budgeted
1994

1993  Audited
1992

1991 |

...................

..................

select Scope ‘ 0]24 Cancel
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To specify a scope of other than STATEWIDE, the user will click on the Select Scope command
button, which causes the Scope window to be displayed, asillustrated below.

Scope | x|
—SCcope
= TATYPE | Nanurban City j
" TA Name |ADRIARN DIAL-A-RIDE j
JOK

The user can now select TA Type or TA Name in the Scope option group, and then use the
associated picklist fields to select the desired TA Type or TA Name. Once the desired criteria has

been indicated, the user will click the OK button to return to the Performance Measure Filter
window.

Oncethedesired criteriaare specified in that window, the user can click OK again, which will open
the Performance I ndicator window, asillustrated on the next page.
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B3 Performance Indicators: Statewide M=l E3
FIMANCIAL | SERVICE OFERATIONS FLEET UTILIZATION
Transit Agency Name Transit Agency Year Total |Avy. Age Ay, Avg. | Vehicle | Vehicle M;I
Type Vehicles | of Fleet HI RSL Miles Miles Prev Hr:
Maint Hrs | Maint Hrs | Ve
INTERLUREBARN TRAMSIT AUTHORITY Manurban Township 1997 = 6.33 0 0
MILAM PUBLIC TRAMSPORTATION, CITY OF Manurkan City 1997 = 3.80 0 0
FLIMT MASS TRANSPORTATION AUTHORITY Lrban Large 1997 273 0.00 0 0
FLINT MASS TRAMSPORTATION AUTHORITY  |Monurban Courty 1897 7 0.00 o ]
CAPITAL ARES TRANMSPORTATION AUTHORITY |Urban Large 1897 74 0.00 o ]
CAPITAL ARES TRANSPORTATION AUTHORITY |Monurban County 1897 g 0.00 o ]
GRAND RAPIDS TRAMSIT AUTHORITY Urhan Large 1997 76 0.00 o ]
GRAND RAPIDS TRAMSIT AUTHORITY Monurban Courty 1997 g 0.00 o ]
BAY METRO TRAMSPORTATION AUTHCRITY  |Urban Medium 1997 33 0.00 o ]
BAY METRO TRAMSPORTATION AUTHCRITY  |Monurban Courty 1997 20 10.00 o ]
TN CITIES ARES TRANSPORTATION AUTH Lrban Small 1997 38 490 0 1]
DETROIT EAST MENTAL HEALTH Lrban hetra 1997 B .50 0 1]
EASTERM LLP. TRANSPORTATION AUTHORITY  (Monurban Courty 1997 10 4.40 0 1]
BLUEWATER TRAMSPORTATION COMMISSION  |Urban Medium 1947 | 0.00 0 1]
BLUEWATER TRAMSPORTATION COMMISSION  [Monurban City 1947 1 0.00 0 1] -
<| | o

Therecordslisted will be those meeting the specified filter criteria, and the FINANCIAL layer will
be active asillustrated.
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Performance Indicators - Financial

Access to the Performance Indicators window is covered in the previous section. Once the
window isopenwiththe FINANCIAL layer active, the user can employ the horizontal and vertical
scroll barsto view all of the listed indicators for al of the listed transit agencies.

Thefollowingisalist of theFinancia performanceindicators. A variety of additional indicatorsmay
be created using the ad hoc query tool, I nfoMaker.

Total eligible expenses

Farebox per passenger

Federal funds to total eligible expenses

Cost per mile *

State funds to total eligible expenses

Cost per hour *

Local share to total eligible expenses

Total eligible expense per population

Farebox Recovery

Federal funds per population

Eligible administrative expenses to total
eligible expenses

State funds per population

Eligible operational expenses to total
eligible expenses

Local funds per population

Eligible maintenance expenses to total
eligible expenses

Farebox per population

Total eligible expenses per passenger *

Cost per vehicle

Federal funds per passenger

Maintenance cost per mile

State funds per passenger

Maintenance Cost per hour

Local funds per passenger

* Standards available

The user can also filter, sort, and graph the records contained in this window. These functions will

be covered later in the chapter.

PTMS
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Performance Indicators - Service Operations

Accessto the Per formance I ndicator swindow is covered in aprevious section. Once the window
is open with the FINANCIAL layer active, the user click on the SERVICE OPERATIONS
window tab to access that layer, asillustrated below.

ﬂ Performance Indicators: Statewide

FINAMCIAL

m Operations

SERVICE OPERATIONS

FLEET UTILIZATION

Transit Agency Name Transit Agency @ Year Total Yh Senior | % Senior % Total Total ;I

Type assengers Riders |[landicappers Handicap Vehicle | Vehicle
Riders | Hours | Miles
INTERURBAN TRANSIT AUTHORITY Monurban Townshil 1997 37,859 24 5 4 8,337 112367
MILARN PUBLIC TRAMSPORTATION, CITY OF Monurkan City 1997 447 391 72 7055 9257 85,722
FLIMT MASS TRANSPORTATION AUTHORITY Urban Large 1987 5 680,697 3 10 0 318,830 4,113,766
FLINT MASS TRAMSPORTATION AUTHORITY Monurkban County 1897 11 471 12 24 5] 6943 108613
CAPITAL AREA TRANSPORTATION AUTHORITY |Urban Large 1997 4 055 474 0 16 1) 249143 3 673460
CARITAL ARES TRANSPORTATION AUTHORITY |[Monurban County | 1997 83,615 23 27 0 18078 375329
GRAND RAPIDS TRANSIT AUTHORITY Urban Large 1997 3623079 g 3 0 153465 2111784
GRAND RAPIDS TRANSIT AUTHORITY Monurban County | 1997 8,258 BE 33 0 4,092 B1,392
BAY METRO TRANSPORTATION AUTHORITY Lrkan Medium 1897 443 782 18 33 a 598916/ 798,790
BAY METRO TRAMNSPORTATICN AUTHORITY Monurban County 1997 22 739,795 0 0 o 2 737 468857
TN CITIES ARES TRANSPORTATION AUTH Urban Small 19587 0 0
DETROIT EAST MEMTAL HEALTH Lrkan Metro 1997 53,649 ] 100 o 3 766 54,793
EASTERM UP. TRANSPORTATION AUTHORITY  [Nonurban County | 1997 B2 541 3 49 0 1234 F0E33
BLUE WATER TRANSPORTATION COMBMISSION  Urban Medium 1897 507 394 5 13 a 41 465 591,808
BLUE WATER TRANSPORTATION COMBMIZSION  Monurban City 1997 752894 9 3 o 2805 40,245
ANM ARBOR TRANSPORTATION AUTHORITY  |Urban Large 19587 4,125,096 7 g 0 282788

m.i

4,011,097 |L|

The user can employ the horizontal and vertical scroll barsto view all of the listed indicatorsfor all

of the listed transit agencies.

The following is a list of the Service Operation performance indicators. A variety of additional
indicators may be created using the Ad Hoc query tool, I nfoMaker.
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Total passengers

Passengers per 1,000 population

% elderly passengers to total

Passengers per square mile

% persons with disabilities to total

Vehicle miles per 1,000 population

% elderly persons with disabilities to total

Vehicle miles per square mile

Total vehicle hours

Vehicle hours per 1,000 population

Total vehicle miles

Peak vehicles per 1,000 population

Passengers per hour *

Peak vehicles per square mile

Passengers per mile *

vehicle miles per employee

Passengers per employee

Vehicle hours per employee

* Standards available

PTMS
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Performance Indicators - Fleet Utilization

Accessto the Per formance I ndicator swindow is covered in aprevious section. Once the window
isopenwiththe FINANCIAL layer active, theuser click onthe FLEET UTILIZATION window
tab to access that layer, asillustrated below.

ﬂ Performance Indicators: Statewide

FIMANCIAL | SERVICE OFERATIONS FLEET UTILIZATION
Transit Agency Name Transit Agency Year Total |Avy. Age Ay, Avg. | Vehicle | Vehicle M~
Type Vehicles | of Fleet HI RSL Miles Miles Prev Hr:
Maint Hrs | Maint Hrs | Ve

INTERLUREBARN TRAMSIT AUTHORITY Manurban Township 1997 = 6.33 0 0

MILAM PUBLIC TRAMSPORTATION, CITY OF Manurkan City 1997 = 3.80 0 0 b
FLIMT MASS TRANSPORTATION AUTHORITY Lrban Large 1997 273 0.00 0 0
FLINT MASS TRAMSPORTATION AUTHORITY  |Monurban Courty 1897 7 0.00 o ]
CAPITAL ARES TRANMSPORTATION AUTHORITY |Urban Large 1897 74 0.00 o ]
CAPITAL ARES TRANSPORTATION AUTHORITY |Monurban County 1897 g 0.00 o ]
GRAND RAPIDS TRAMSIT AUTHORITY Urhan Large 1997 76 0.00 o ]
GRAND RAPIDS TRAMSIT AUTHORITY Monurban Courty 1997 g 0.00 o ]
BAY METRO TRAMSPORTATION AUTHCRITY  |Urban Medium 1997 33 0.00 o ]
BAY METRO TRAMSPORTATION AUTHCRITY  |Monurban Courty 1997 20 10.00 o ]
TN CITIES ARES TRANSPORTATION AUTH Lrban Small 1997 38 490 0 1]
DETROIT EAST MENTAL HEALTH Lrban hetra 1997 B .50 0 1]
EASTERM LLP. TRANSPORTATION AUTHORITY  (Monurban Courty 1997 10 4.40 0 1]
BLUEWATER TRAMSPORTATION COMMISSION  |Urban Medium 1947 | 0.00 0 1]

BLUEWATER TRAMSPORTATION COMMISSION  [Monurban City 1947 1 0.00 0 1] -

‘, | o

The user can employ the horizontal and vertical scroll barsto view all of the listed indicatorsfor all
of the listed transit agencies.

The following is a list of the Fleet Utilization performance indicators. A variety of additional
indicators may be created using the Ad Hoc query tool, I nfoMaker.
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Total vehicles

Average miles per vehicle per day - line-
haul and demand response

Number of peak vehicles

Average hours per vehicle per day - line-
haul and demand response

Spare ratio

Average age of fleet

Number of line-haul vehicles

Average health index (HI)

% of line-haul vehicles with lifts

Average remaining service life (RSL)

Number of demand response vehicles

Vehicle miles per total maintenance
hours

Number of demand response vehicles
with lifts

Vehicle miles per total preventive
maintenance hours

Annual miles per vehicle - line-haul &
demand response

Maintenance hours per vehicle

Annual hours per vehicle - line-haul and
demand response

Preventive maintenance hours to total
maintenance hours

* Standards available

PTMS
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Ranges

Each of the three Performance Indicator windows has an associated Ranges window that showsthe
minimum and maximum value of each performance indicator field for the records selected through
the Performance Measure Filter window.

To accessthe Rangeswindow, the usewill first make the desired Performance Indicator layer active
by clicking on the appropriate layer tab. Once the layer is active, the user will click the Options
command menu button, and select Ranges from the menu displayed. As aresult of this action the
Rangeswindow for theactivelayer will open. The Rangeswindow associated withthe FINANCIAL
layer isillustrated below. The other Ranges windows are similar in format and operation.

' Hanges M=] &
Peer Group Performance Indicator Lower Range Upper Range
Monurban City Farebox % of Cost 583 3.
Manurban City Cost Per Passenger 3.25 4.
Monurban City Cost per veh. hile 1.69 :
Monurban City Cost per %eh. Hour 2278 34.
Manurban City o Admininstrative Expense 5
Monurban City % Operating Expenses 5]

Manurban City % Maintenance Expenses 5.1 1k
Manurban City Fed Funds per Passenger 0.36 0.
[
Close |

The user can employ the vertical scroll bar to view the rangesfor all Performance Indicators. When
through with this window, the user can click the Close button at the lower right of the window.

PTMS
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Sorting

PTMS provides the user the ability to sort the list of transit agency records by any displayed field,
or by multiple fields. Sorting the records in a certain order may assist the user in quickly locating a
desired record.

To sort the table section of the Performance I ndicator window, which ever layer is active, on one
of the displayed fields, the user will begin by clicking anywherein the column representing thefield
by which the table will be sorted. Then while pointing the mouse at this column, the user will press
the right mouse button to activate the shortcut menu. From this menu the user will select the Sort
command. As aresult of this action the table will sort in ascending order by the selected column
(field). To sort in descending order, the user will simply perform the identical operation again.

Note that any sorting performed is in effect only while the Open TA window is open. Once the
window is closed and reopened, the sort order will revert to its default setting.

Another option available is the ability to sort by more than one field at once. Thisis called Sort+.
To perform thismulti-field sort, the user will display the shortcut menu asdiscussed earlier, and then
select the Sort+ command. As aresult of this action a Sort window similar to the one illustrated
below is opened.

Sort Financial Performance Indicators [ x|

Marne Sort Order NDj

ot. Funds Per Passenger
Transit Aqency Mame

Y ear

Total Eligible Expenses
% State Funds To Total E
% Fed. Funds To Total E ll

St | Elear: |Qance|

In the Name column will be the names of fields by which the table can be sorted. The Sort Order
columnindicatesthepriority sort order of themultiplesort fieldsselected. The A/D columnindicates
whether the sort order isto be ascending or descending for selected sort fields.

To select afield to sort by, the user simply clicksinthe Sort Order column of the desired field. The
first row clicked in becomes the number 1 priority sort field, the second 2, and so on.

PTMS
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Each sort field selected is set to ascending (A) by default, but by clickinginthe A/D column the user
can change the A to D (descending). The diagram below illustrates a two key sort on Year and
Transit Agency Name. Y ear isthe primary sort key, and Transit Agency Name secondary. Y ear will
sort descending, and Transit Agency Name ascending.

Sort Financial Performance Indicators

Marne

Sort Order

AD

ot. Funds Per Passenger

i

Transit Aqency Mame

Year

A
D

Total Eligible Expenses

% State Funds To Total E

% Fed Funds To Taotal E

=]

Sort It | Clear

| Cancel

When the sort keys are set up as desired, the user will click on the Sort It button to close this
window and have the table sorted asdesired. The Clear button clearsout all currently indicated sort

key information. The Cancel button closes this window without performing any sort indicated.

PTMS
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Filtering

PTMS provides the user the ability to add more filters to the Performance Indicator window than
were specifiedinthe Performance M easure Filter window covered earlier inthischapter. Onereason
that a user might care to add more filtersisto view only a more restricted set of records. Another
reason is perhaps the user wants to create a specific filter set for graphing purposes, which will be
covered in the next section.

To perform filtering in either of the three Performance Indicator window layers, the user will point
to the table area of the window, and then right click the mouse to display the shortcut menu. From
the shortcut menu the user will select the Filter command. Thisaction causesaFilter Performance
Indicators window to open, as illustrated below. The exact contents of the window will depend
upon the Performance Indicator layer that is active when the Filter command is executed. The
illustration below is for the Financial layer.

Filter Financial Performance Indicators

Marne Yalue ar -
St. Funds Per Passenger =

Transit Agency Mame =
Year =

Total Elinible Expenses =
% State Funds Tao Total Expe =

Eilber it Clear | Complex o Cancel | “alues Help

Inthe Name column at theleftisalist of all fieldsin the active layer upon which filters can be built.
The next unlabeled column to the right contains the relational operators for building the filter
conditions. By pointing to the = (equal s sign) and clicking the left mouse button, the user can scroll
through aselection of operators, whichincludes > (greater than), < (lessthan), and <> (not equal to).

TheValue column will contain the criteriaval ue determining which records areretrieved. The user
can enter thedesired valuedirectly, such astyping HARBOR TRANSIT in the Vaue column, tothe
right of the Transit Agency Namefield. Instead of typing the value, the user can click intheVaue
column to the right of the field for which a value is to be entered, and then click on the Values
command button. Asaresult of thisaction awindow will open which lists acceptable valuesfor the
given field. The diagram on the top of the next page illustrates the result of clicking the Values
button while the Vaue cell to theright of the Transit Agency Name field is active.
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Transzit Agency Mame

Select a Walue

Count

ADRIAN DIAL-A-RIDE

ALMA DIAL-A-RIDE

ALPEMA, CITY OF

BELDIMG DIAL-A-RIDE

BIG RARPIDS DIAL-A-RIDE

BUCHAMNAMN DIAL-A-RIDE

CARO TRAMSIT AUTHORITY

DOWAGIAC DIAL-A-RIDE

GREATER LAFPEER TRAMSFORTATION AUTHORITY

GREEMYILLE TRAMSIT

HARBOR TRAMSIT

HILLSDALE DIAL-A-RIDE

HOUGHTOMN MOTOR TRAMSIT LIMNE

[OMIA DIAL-A-RIDE

LUDINGTOMN MASS TRANSPORTATION ALTH

MARSHALL, CITY OF

MIDLANMD DIAL-A-RIDE

SALULT STE. MARIE, CITY OF

.|l === =m_mmm =, s, =, === = = ==

18 values

Close

Help |

As expected, alist of Transit Agency Names is presented for selection. The user will employ the
vertical scroll bar if necessary to locate and click on the desired value in the list, and then click the
Close button. Thisaction will return the selected value to the Filter window. Theillustration below
results from selecting GREENVILLE TRANSIT and clicking Close.

Filter Financial Performance Indicators

Marne

St Funds Per Passenger =

“Yalue ar j

Transit Agency Mame = [GREEMYILLE TRAMSIT

Vear =

Tuotal Elinible Expenses =

% State Funds To Total Expy =

Eilteritl Clear |Cnmpleg| cr |Qan|::el

PTMS
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If the filter was now complete, the user would click on the Filter it button to return to the
Performance Indicator window with only the records meeting theindicated filter visible. By clicking
on Cancel, the user would be returned to the Performance Indicator window with no additional
filtering applied. To clean out all entered criteriaand start with aclean Filter window, the user would
click on the Clear button. To get help concerning the Filter window, the use can click on Help.

The Or button is clicked only when the user wants to add another criteria value to one that already
has a value. For example, the filter illustrated at the bottom of the previous page has a criteria
Transit Agency Name = GREENVILLE TRANSIT. Suppose the user wanted to view data for
Harbor Transit at the sametime. The user would first click on the GREENVILLE TRANSIT vaue
to make that row active, and then click on the Or button. As aresult anew Transit Agency Name
row would be created, and an or placed in the or column at the right, asillustrated below.

Filter Financial Performance Indicators
Mame “Yalue ar -
St Funds Per Passenger =
Transit Agency Mame = |GREEMYILLE TRAMSIT ar

Transit Agency Mame =

Year =
Total Eligible Expenses =
% State Funds To Total Expe =

fid

Eilter it Clear |Cnmp|eg| Oy |Qance| | Ealuesl Help |

Tocompletethisfilter criteria, theuser could either type HARBOR TRANSIT below GREENVILLE
TRANSIT, or usethe Values button to select HARBOR TRANSIT. The result would be as below.

Filter Financial Performance Indicators [ x|

Marme Yalue ar -
St Funds Per Passenger =

Transit Agency Mame = [GREEMYILLE TRAMSIT ar
Transit Agency Mame = |HARBOR TRARMSIT
Year =

Tuotal Elinible Expenses =
% State Funds To Total Expe =

[

Clear |Cnmpleg| Cy |Qan|::el | Ealuesl Help |

PTMS
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Clicking in the or column in the cell to the right of the Name field to be duplicated provides the
same result as clicking the Or button while the correct Name row is active.

Criteriacan be added to other Name fieldsaswell. Suppose the user wanted information for thetwo
transit agencies indicated, but only for years earlier than 1996. The user would move to the Y ear
row, point to the equal sign in the second column, and click the left mouse as many times as
necessary until a< (lessthan sign) appears. The user will then click in the VValue column, in the cell
to the right of the less than sign, and type in 1996, or click on the Values button, and select 1996.
When through, the results would appear as below.

Filter Financial Performance Indicators

Mame “alue ar -
5t Funds Per Passenger =
Transit Agency Mame = |[GREEMYILLE TRAMSIT ar
Transit Agency Mame = [HARBOR TRARSIT
Yeat = 1996
Tatal Eligible Expenses =
% State Funds To Total Expe =

=1

Clear |Cnmp|eg| o |Qance| | Ealuesl Help |

Criteriain fields that are not joined by an OR as explained above are assumed to the joined by a
logical AND. This means that the window above is going to be interpreted by PTMS as follows:

(Transit Agency Name = GREENVILLE TRANSIT AND Year < 1996) OR
(Transit Agency Name = HARBOR TRANSIT AND Y ear < 1996)

Thismeansthat only Greenville Transit records before 1996 and Harbor Transit records before 1996
will be displayed. The AND condition assumes both criteria must be true for the record to be
displayed. The OR condition will display arecord if either criteriaistrue.

If the filter was now complete, the user would click on the Filter it button to return to the
Performance Indicator window with only therecords meeting theindicated filter visible. By clicking
on Cancel, the user would be returned to the Performance Indicator window with no additional
filtering applied. To clean out all entered criteriaand start with aclean Filter window, the user would
click on the Clear button.
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The Complex button can be selected by the user whilein any Vauefield to open the Specify Filter
window illustrated below.

Specify Filter E2 |
| 0K,
Cancel
Werify
Functiors: Colurnnz;
ﬂ ﬂ ahs( # ] ﬂ trakh_name -
amcl ] trar_aan
avgl #= for all ] tran_agn_type
ﬂ ﬂ bitrmap [ =] Near
ceiling( # tot_wehe
caze| # when a the avi_age_of_flest
char| » ] avi_hi
ﬂ ﬂ cosl # ] ;I avr 1zl ll

Thiswindow is similar to the “expression builder” window found in many database applications. By
using the Functions, Columns, and command buttons available, the user can build complex filter
expressions. Users familiar with use of such a tool will have no problem using it.

In depth instruction in use of this tool is beyond the scope of this manual.

PTMS

Page 11.18



Perfor mance M easur es

Graphing

The ability to graph data in a table window is found in a number of placesin PTMS. This manual
will explain graphing in conjunction with the Performance Indicator window, but the same
principles and methods will apply anywhere graphing is available.

Thefirst stepin creating agraph in any of the three Performance Indicator layers (Financial, Service
Operations, Fleet Utilization) isto filter the window as described in the previous section so that the
records that are to be the basis of the graph are the only ones displayed.

Once the window is ready for graphing, the user will point to the table section of the window, click
the right mouse button to display the shortcut menu, and select Graph from the menu displayed. As
aresult the Specify Graph Data window is displayed, asillustrated below.

Specify Graph Data | x|
Title: |Finan|:ial Performance Indicators |Ty|]t:: |C|:-Iumn |
Column Axis Numeric Functions Custom Label o
Transit Agency Hame O Axis © ¥ Axis © None <
tran_agn_type O Axis O ¥ Axis © MNone <
Year O iz O ¥ Axis © MNone M
Total Eligible Expenses O Axis O ¥ Axis © None M
Yo State Funds To Total Expenses ¥ akis O ¥ Axis © Mone 7
% Fed. Funds To Total Expenses O3 Axis © ¥ Axis © None -
% Local Funds To Total Expenses | T ¥ Axis O ¥ Axis © Mone <
[
Modify... Graph Clear Cancel

Under Column at theleft isall fieldsinthe activetable upon which agraph can be built. Thevertical
scroll bar alows access to fields not currently in view.

Under Axis to the left is an option group in which the user can indicate if the given field isto be
placed on the X or Y -axis of the graph, or not be placed at all (None). Only one field can be placed
on the X-axis. Note that the default setting for all fields is None, even though the value is not
currently indicated. The None option can be used to remove a value from an axis that has been
previously placed there. Do not use the Clear button to try to remove an individual Column, as
Clear will remove ALL entries made in this window.
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The Numeric Functions column alows a user to involve the given Column field in calculations
concerningthevaluesinthefield, such asaverage, count, sum, and graph the cal cul ated result. These
options are available only for numeric fields.

The Custom Label column allows users to enter a name other than that indicated in the Column
field to be displayed on the graph. For example, in theillustration above, the user might want to add
acolumn label Transaction Agency Typefor thefield tran_agn_type.

TheTitlefield at the top of the window is editable, and the user can enter the title to appear on the

graph as desired.
Once the user has made the desired selections, the Specify Graph Data window might look as
follows.
Specify Graph Data | x|
Title: |TDtaI Eligible Expenses by Agency | Type: |C|:-Iumn |
Column Axis Numeric Functions Custom Lahel =
Transit Agency Hame @ Axis © ¥ Axis © None <
tran_agn_type O Axis O ¥ Axis © MNone <
Year ¥ ayis O ¥ Axis © Mone M
Total Eligible Expenses O Axis & Axis © None M
Yo State Funds To Total Expenses ¥ akis O ¥ Axis © Mone 7
% Fed. Funds To Total Expenses O3 Axis © ¥ Axis © None -
% Local Funds To Total Expenses | T ¥ Axis O ¥ Axis © Mone <
=
Modify... Graph Clear Cancel

When all settings and entries are made as desired, the user will click on the Graph command button
at the bottom of thewindow. Asaresult the Graph window isdisplayed for indicated specifications,
asillustrated on the next page.
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Graph

Total Eligible Expenses by Agency
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Page 11.21

The user can now view the graph, print it by clicking on the Print button at the lower right of the

window, or close it viathe Close button.
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The default graph type is Column, as illustrated above. The user can change the type of graph by
closing the graph, which returns the user to the Specify Graph Data window. In that window the
user can click on the M odify... button at the bottom of the window. As aresult the Select Graph
Typewindow is displayed, asillustrated below.

ﬂ Select Graph Type
- 2D
& = Il & @ Lok
Area Bar Colurnn Line Scatter Cancel
— 3D
Area Bar Colurnn Line
— Stacked Solid Stacked/Sohid ——
Bar Colum Bar Calumn Bar Column
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The user can now click on the desired graph type, and then click on OK. For example, suppose the
user selected the 2D - Pietype. When the user clickson Graph again, theresult isillustrated below.

Total Eligible Expenses by Agency

B ~orianH DIAL-A-RIDE
]  aLma piaL-a-RIDE
B ~eena, oty oF

BELDING DIAL-A-RIDE
] 4 845254245 41 5% 227 435)

BIG RAPIDS DIAL-A-RIDE 4 07 %[223118) 7 BT3%420092)
B  BuCHAHAN DIAL-A-RIDE
Bl cARO TRAHSIT AUTHORITY 12 04%(B59643) 6219034 0209)
B 0owAGIAC DIAL-A-RIDE
BB GREATER LAPEER TRAHSPORTATION AUTHORITY 2ETROST247)
I GREENVILLE TRAHSIT

5.07%(277528

B HarBOR TRANSIT ( ) 5.78%(316457)
B HiLLSDALE DIAL-A-RIDE
E  HOuGHTON MOTOR TRANSIT LINE 4.70%(257638) 1.70%92913)
B 1oHiA DIAL-A-RIDE 4 129%,(225826)
- LUDINGTOH MASS TRAHNSPORTATION AUTH 4 15%(227284) 1 B9%1 03363)
]  marsHaLL, cITY OF '
B mioLAnD DIAL-A-RIDE 10 S4%(577045)

SAULT STE. MARIE, CITY OF '

) 16.64%(922276) 3 55%¢194716)
Close Print
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Below is an example of abar graph with three fields graphed per agency.

Graph

Funds for 1000 Population by Agency by Source

SAGIHAW TRAHSIT 5YSTEM AUTHORITY
MUSKEGOH AREA TRAHSIT 5YSTEM

KALAMAZOO METRO TRAHSIT SYSTEM

JACKSOH TRAHSPORTATION AUTHORITY, CITY OF ]

BLUE WATER TRAHSPORTATION COMMISSION

BAY METRO TRAHSPORTATION AUTHORITY

Transit Agency Name

BATTLE CREEK TRAHSIT

150 200

=
(2]
=
-
=
[—

YValue

- Fed Funds for 1000 Pop I:I Local Funds for 1000 Pop - 5t Funds for 1000 Pop

Clnael Print |

Note that graphs or graph settings cannot be saved, and if the Specify Graph Datawindow is closed
and reopened, al previously entered settings will belost. It may be wise to manually note all graph
entries and settings for any graphs that will have to be recreated on aregular basis.
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Goals, Objectives, Actions

Overview

This chapter will cover the access and use of the Goal Association and Objectives and Actions
windows, including use of the selection window, and access of the associated detail windows.

Accessing Goals, Objectives, Actions Information

To access the goals, objectives, actions information the user will first start PTMS as discussed
starting on page 2.3. If the Public Transportation Gateway window isdisplayed, the user can click
on Cancdl to close that window.

Onceinthe PTMS Main Menu window, the user can access the performance measures by selecting
Tools | Goals, Objectives and Actions from the menu bar. As a result of this action the Goals,
Objectives and Actionsfilter window is displayed, asillustrated below.

Goalz, Objectives and Actions

— Selection Criteria

Owner Type: |EEE Chwener List: | j

— Matching Plans

Beginning| Ending
Description Date Date

state Long Range Plan 1995 20145

OK Cancel

This window allows the user to locate and select the plan record to be accessed. The user will
employ theassociated picklist fieldsto select theOwner Typeand, if appropriate, thedesired Owner
fromthe Owner List. Directly asaresult of these selections, thelist in the M atching Plans section
will contain only plans meeting the indicated filter criteria.

PTMS
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Oncethedesiredfiltersarein place, the user will employ the vertical scroll bar if necessary to locate
and select the plan record (row) for which information is desired. The user will then point to and
double-click on the desired plan. Asaresult of this action the Goals, Objectivesand Actions data
window will open, asillustrated below, with the details of the indicated plan displayed.

i Transportation Management System To[x]
File Tools Window Help
X|%|®| S om0 8

™S |

Bridge | Congestion | Intermaodal | Pavernent | Public Trans | Safety

Goal Association

[ e

—Plan’s Goals

Associated Performance Measures

Management
Performance Measure Description System Threshold Description

|Ready SISET Z14PM

Thiswindow has two layers, one for Goal Association, and one for Objectivesand Actions. The
user can make either layer active by clicking on the appropriate layer tab. The Goal Association
layer isactive by default, asillustrated above.
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Goal Association

The user will accessthe Goal Association layer of the Goals, Objectives and Actionswindow as
described in the previous section. This layer displays the Goal Summary window.

The Goal Summary window is divided into three related sections. Plan’'s Goals Associated
Objectives and Actions and Associated Performance MeasuresThe Plan’s Goals section is
divided into a number of rows, each witiNamber, and an associatgdoal Description. The
Associated Objectives and Actions section is divided into a humber of rows also, each with a
Number and anObjectives and Actions Description. The Associated Performance Measures
section has three fields fdterformance Measure Description, Management System, and
Threshold Description.

The sections are related in that the content of the lower sections depend upon the record (row) that
is active in the Plan’s Goals section. Selecting a different numbered row in the Plan’s Goals section
will cause different records to be displayed in the Associated Objectives and Actions section, hence
the name Associated. The objectives and actions there tie specifically to the plan goal selected.

By clicking in the desired rows, the user can view goal, objective, and action information.

PTMS
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Objectives and Actions

Once the user has accessed the Goals, Objectives and Actions window as described earlier in this
chapter, the user can accessthe Objectivesand Actionslayer by clicking on theassociated |ayer tab.
As aresult the Objectives and Actions Summary window is displayed, asillustrated below.

i Tranzportation Management System

File Toolz “Window Help

X|%|w| S| 0o B
Bridge ] Congestion ] Intermodal l Pavement ] Puhblic Trans ] Safety TMS
i Goals, Objectives and Actions: State Long Range Plan 1995 - 2015
Zoal Association Objectives and Actions
Cptions =
Objectives and Actions
Associated Objective =
Goal Action —
Number | Number

Objectives and Actions Description

nd pr

onnectivity in the pr

2Enhance opporunities for coordination between state, regional, city, county, township and tribal
officials, education officials, land use planners, providers of public infrastructure and private interests in
arder to facilitate effarts to . ..

Associated Performance Measures

Management
Performance Measure Description System Threshold Description

Ready S15597 231 PM

This window is divided into two sections. Objectives and Actions section, Associated
Per for mance M easur essection. The Objectivesand Actions section hasrows corresponding to each
Objective Action Number for theindicated Associated Goal Number. All Goal Numbersfor the
currently selected Plan are listed. The listed Performance Measures correspond to the selected
Objective Action Number record. By clicking in the desired rows, the user can view information.
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Detail Windows

Each of the two window layers described in the preceding sections are summary windows. The
complete text of the goals, objections, and actions is not provided in these windows. Note that the
text in each row ends with an élipsis (...) indicating more text follows.

To gain accessto the complete text of goals, objectives, and actions, the user must access the detail
window for the desired goal, objective, or action.

To access the detail window for any goal, objective, or action, the user will first locate the desired
record (numbered row) in either the Goal Summary or Objectives and Actions Summary
windows. Oncethedesired record islocated, the user will double-click on the desired record to open
the associated detail window.

The diagram below is an illustration of the result of double-clicking on record 1 in the Plan’s Goals
section of the Goal Summary window illustrated on page 12.3, 4.

i Goal: [1] Create incentives for coordination _ _ .

Plan Name: | State Long Range Plan 1995 - 2015

- Goal Description

ERVICE COORDINATION =

oal: Create incentives for coordination between public officials, private
nterests and transportation agencies to improve safety, enhance or consclidate
ervices, strengthen intermodal connectivity, and mazimize the effectiveness of
nvestment for all modes by encouraging regional selutions to regional -
ransportation problems.

Rationale: Too often, transportation costs are increased because of
duplicative efforts by different agencies, or from a lack of communic ation
between agencies working on different aspects of the same transportation
problem. In addition, service to custormers may suffer because of artificial
barriers to coordination imposed by regulations or jurisdictional
boundaries.
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The diagram below is anillustration of the result of double-clicking on record 1 in the Associated
Objectives and Actions section of the Goal Summary window illustrated on page 12.3, 4.

i Objective and Actions: [1] Promote regional coordination . . .

Plan Mame: | State Long Range Plan 1995 - 2015
—Associated Goal Description

Number Goal Description

1|Create incentives for coordination between public officials, private interests and
transpartation agencies to improve safety, enhance or consolidate services, strengthen
intermodal connectivity, and maximize the effectiveness of investment for all . . .

—Objectives and Actions Description

romote regional coordin ation between trans portation providers where possible, *|
nd coordinate activities of public and private transportation providers, to

chieve greater economies of scale and improve connectivity in the provision of
ransportation service across and within jurisdictions and among modes,

# [dentify mechanizms to reward regional approaches to addressing
transportation needs.

# Facilitate consolidation and coordination of transportation service delivery or
functions where beneficial betweean transit systems, public agencies, private
transportation providers, and modes,

o As part of the MDOT annual certification process, review urban area
work programs to ensure that transit issues are identified and are being -

Thewindow aboveisthedetail window for recordsin the Objectivesand Actions Summary window
aswell.

Once the detail window is open, the use can employ the vertical scroll bar to view all information
contained in the Description section of the windows.

When through with either window, the user can close it either by clicking the Close button at the
right end of thetitle bar of the window, or double-clicking the control menu icon at the left end of
thetitle bar of the window.
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Capital Menu

Overview

The Capital pull-down menu in the PTMS Main Menu window provides the user access to the
following four areas:

Statewide Capital Requests Capital Prioritization
Condition Distribution Fleet Analysis
In each of these areasthe user has accessto aread-only window of information concerning thegiven

area. Depending on the window, the user may be able to filter, sort, and graph the provided
information.

Statewide Capital Requests

To access the statewide capital request information the user will first start PTMS as discussed
starting on page 2.3. If the Public Transportation Gateway window isdisplayed, the user can click
on Cancdl to close that window.

Onceinthe PTMS Main Menu window, the user can access the performance measures by selecting
Capital | Statewide Capital Requests from the menu bar. As aresult of this action the Capital
Requests window is displayed, asillustrated on the next page.
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App. ¥r Req Yr TA TAID Status Program| Type Oty | Cap. Item Desc | Action Feder:;|
1997 1997 [CAPITAL AR331969939 REQUESTED |100% STA%ehicle 1 REPLACE
1997 1997 ISABELLA (352161440 REQUESTED Equipme REPLACE g
1997 1997 [ISABELLA (382161440 REQUESTED Facility RERPLACE 19
1998 1998 | BARRY COI386004536 REQUESTED [100% STAWehicle 0 RERPLACE 114
1998 1998 | BARRY COI386004536 REQUESTED |100% STAehicle 0 REPLACE 145
1998 1998 | BARRY COI386004536 REQUESTED |100% STAYehicle 0 REPLACE 28
1988 1993 | BARRY COI336004536 REQUESTED |SEC 5309|%ehicle 1/35" bus 2442 REPLACE 140
1998 1993 | BARRY COI386004536 REQUESTED |SEC 5309|Equipme 1|Computer, Printer| REFPLACE 4
1998 1999  ONTOMAGO3BE004579 PRE-RECQIUEST SEC 5311[Wehicle 0118 Passenger cuti REPLACE
1998 1998 | BARRY COI386004536 REQUESTED [100% STAWehicle 4 RERPLACE 113
1998 1998  |CAPITAL AR3B1969989 REQUESTED |100% STAehicle 1 EXPAND 83
1998 1998 | BARRY COI386004536 REQUESTED |SEC 5309|%ehicle 1|description 2 REFPLACE 56
1988 1993 | BARRY COI336004536 REQUESTED |SEC 5309|%ehicle 1125 1442 Wit REPLACE 112
1998 1993 |BARRY COI386004536 REQUESTED [100% STAYehicle O/description is now REPLACE
19898 1998 | BARRY COI386004536 REQUESTED |SEC 5309%ehicle Ojdescription 3 RERPLACE =
J | -
Ready TI20M88 334 PM i

All capital requests for the state are displayed in this window. The user can now view the

information in this window by employing the vertical and horizontal scroll bars.

The user can also sort, filter, and graph the datain this window, as covered in detail in Chapter 11.
Sorting starts on page 11.12, filtering on page 11.14, and graphing on page 11.19.

PTMS
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Prioritization

To access the capital prioritization information the user will first start PTM S as discussed starting
on page 2.3. If the Public Transportation Gateway window is displayed, the user can click on
Cancel to close that window.

Onceinthe PTMS Main Menu window, the user can access the performance measures by selecting
Capital | Prioritization from the menu bar. As aresult of this action the Capital Prioritization
window is displayed, asillustrated below.

ﬂ Capital Prioritization

Transit Agency
= Unfunded Requests by Capital Type = Al
~ © TA Category I j
Unfunded Reguests by Improvement Type
4 o et e  TA Mame I j
" Funded Reguests by TA Category
—Program

& Funded Requests by Improvement Type: Al

 Program  [100% STATE =
" Funded Reguests by Capital Type

Fiscal Year 1998 - Apply |

KIS

Ready 7120098 3:40 PM i

The user will now use the filtering options at the top of the window to retrieve records into the
bottom table section of the window. The option group at the left is always present, asis the Fiscal
Year field. The Transit Agency and Program groups are only present when certain options are
selected in the left group, such as Funded Requests by I mprovement Type as illustrated above.

The user will make the desired sectionsin whatever options groups are present, indicate the desired
Fiscal Year, and then click on the Apply button at the middle right. This action will cause PTMS
to retrieve records meeting the indicated criteriainto the table section at the bottom of the window.

PTMS
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Oncetherecords areretrieved, the user can employ scroll barsto view all information. The user can
also create graphs based on the information in this window. However the windows and process
involved are somewhat different than those covered in Chapter 11, so the new method will be
covered below.

To graph the information in the table section of the window, the user will point to that section and
click theright mouse button to display the shortcut menu. The user will select Graph from the menu
that is displayed. As aresult a Specify Graph Parameter window similar to the one illustrated
below will be opened.

Specify Graph Parameters
The row variable Title: |Fun|:|e::| Reguests by Improvernent Type
Transit Agency j Type:
Enter 3 column lahels 2D
EXPAND | & & O C C
FEHAEASYR
3D
FEHAEYYR
REMANUFACTURE L L L L L L
REPLACE Stacked Salid Stacked/Solid
" " " O o o
R I
™ Row grand total ™ Colurnn grand total | cancel |

The user can select the field that will be on the X-axis via the picklist associated with The row
variablefield. Whereit says Enter 5 column labelsin theillustration aboveisalist of fields that
will begraphed against the Y -axis. The user can replace the field names|isted with more appropriate
labels for the graph by clicking in the cell with the field name and replacing it with adesired label.
By placing amark in the Row grand total or Column grand total check boxes, the user can have
PTMScalculateand graph theindicated grand total. Inthe Titlefield the user can enter themaintitle
that will be printed on the graph. In the Type section the user can click on the type of graph that is
desired. When all selections and entries are made, the user will click OK to display the graph. Once
the graph is displayed the user can print or close the graph by using the command buttons in the
lower right corner of the graph window.
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Condition Distribution

To access the condition distribution information the user will first start PTM S as discussed starting
on page 2.3. If the Public Transportation Gateway window is displayed, the user can click on
Cancel to close that window.

Onceinthe PTMS Main Menu window, the user can access the performance measures by selecting
Capital | Condition Distribution from the menu bar. As a result of this action the Condition
Distribution Table window is displayed, asillustrated below.

I Condition Distribution Table

—Criteria
IndicatanAGE vl
Range From To #of Units | % Selected Group |
1.0
Apply | Close
Ready 7120098 3:44 PM i

Theuser will first usethe picklist associated with the I ndicator fieldinthe Criteria group to select
the basisfor the condition distribution. The optionsare AGE, HI, MILEAGE, and RSL. AGE isthe
default option. Oncethe Indicator field isset, theuser will enter the desired range valuesinthe From
and To fields. If more than one range is desired, the user can press the TAB key whileinthe To
field, which will create a new Range line. Theillustration at the top of the next page shows afive
range setup on age.
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I Condition Distribution Table

—Criteria

IndicatanAGE vl

Range

From

To

# of Units

% Selected Group

1.0

20

10.

3.0

10.

14.

4.0

14.

20.

a.0

20.

24.

Apply |

Close

Ready

72085 3:46 PM o

Note that when a new range line is created, the From field automatically takes the value of the
previous To field. Also note that it is important to be careful not to add an extra range line by
pressing TAB accidentally. There is no way to remove the extra range line, except closing and

reopening, which deletes ALL range lines.

When the range or ranges are entered as desired, the user will click on the Apply button to cause
PTMSto calculate the ranges indicated. The illustration on the top of the next page is the result of

clicking Apply in the above illustration.

PTMS
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I Condition Distribution Table

AGE

| .
o
20
@0 o
a0 |
—

Apply:

Theresultsin theright group indicate both the number of unitsin each range, and the percent of the
selected group that the number represents.

Thereis no way to edit the criteria and reapply. The user must close the window and start over to

enter new ranges. When done with the window, the use can close by selecting the Close command
button.
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Fleet Analysis

To access the fleet analysis information the user will first start PTM S as discussed starting on page
2.3. If the Public Transportation Gateway window is displayed, the user can click on Cancel to

close that window.

Onceinthe PTMS Main Menu window, the user can access the performance measures by selecting
Capital | Fleet Analysis from the menu bar. As aresult of this action the Fleet Analysis window

isdisplayed, asillustrated below.

B3 Fleet Analysis H=] 3
— Transit Agency
& “ehicle and Fleet Condition over Time! & Al
© Select  [ADRIAN DIALA-RIDE
 Hl and RSL Relationship A LEGAN COUNTY CMH
ALLEGAN COUNTY RESOURCE DE\fv

i o

72085 3:50 PM o

Ready

The user will now use the filtering options at the top of the window to retrieve records into the
bottom table section of the window. The option group at the left is always present. The Transit
Agency group illustrated above on theright is present if Vehicle and Fleet Condition over Time
isselected. If HI and RSL Relationship isselected, asimilar group for Vehicle Typeis present at

theright.
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The user will make the desired selections in the option groups, and use the provided picklists to
indicated desired field values as appropriate. Once all selections and entries are made, the user will
click onthe Apply button at theright to retrieve the fleet analysisrecordsinto thelower table section
of the window, asillustrated below.

=] B3

ﬂ Fleet Analysis
— Transit Agency
& “ehicle and Fleet Condition over Time & Al
" Select  [ApRIAN DIALA-RIDE
 Hl and RSL Relationship A LEGAN COUNTY CMH
ALLEGAN COUNTY RESOURCE DEV
Transit Agency 1996 1997 1998
BARRY COUNTY TRANSIT 7B.1
BAY AREA TRAMSPORTATION AUTHOD 0
LINGSTON ESSENTIAL TRANSPORTA 496
OTSEGO COUNTY BUS SYSTEM 0
WLAN PUBLIC TRANSPORTATION, CIT 0
Average 38.05 24.80 0.00

Ready

72085 351 PM o

Oncetherecords areretrieved, the user can employ scroll barsto view al information. The user can
also create graphs based on the information in this window. See the section on Prioritization, page

11.19, for details of graphing.

PTMS
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